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TM 5-601, Property — Repairs and Utilities, 1 
April 1946, is changed as follows: 

Remove pages 11 and 12 and substitute revised 
page 11 and page 12. 

Remove pages 33 and 34 and substitute page 33 
and revised page 34. 

Remove pages 43 and 44 and substitute revised 
page 43, new page 43A, and page 44. 

Remove pages 53 through 60 and substitute 
[AG 300.7 (21 Jun 48)] 

By order of the Secretary of the Army: 



U , '‘ DEPARTMENT OF THE AR MYJ 
Washington 25, D. C., 29 October 1948 

page 53, revised pages 54 through 57, page 58, 
revised page 59, new page 59A, and page 60. 

Remove pages 71 through 74 and substitute 
revised pages 71 through 74. 

Remove pages 81 and 82 and substitute page 81 
and revised page 82. 

Remove pages 85 through 90 and substitute 
page 85, revised pages 86 through 89, and page 90. 
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20. Purchased or Condemned Property 

The transfer of all class P items installed in real 
property which is purchased or condemned by the 
division engineer is handled in a manner similar to 
that prescribed in paragraph 19. Property in- 
stalled by the division engineer is distinguished by 
appropriate notation on the card from the property 
acquired by the purchase or conde mna tion pro- 
ceedings. 

21 . Leased Property 

The division engineer lists all class P items in- 
stalled in leased real property on WD AGO Forms 
661 and transfers the forms to the post engineer, 
along with a copy of the lease for the real property. 
If the lease contains a complete list of the lessor’s 
installed property, Forms 661 are unnecessary. 
The division engineer lists government-owned non- 
expendable items on Forms 661, distinguishes 
them from the leased equipment, and transfers 
them to the post engineer on ENG Form 290 
with the other government improvements and 
alterations. 

22. Posting Supplies Installed by Post 
Engineer 

The posting clerk posts class P supplies installed 
by the post engineer to the installed property 



records from a vouchered copy of the WD AGO 
Form 6—102. The notation posted to the installed 
property records, the date, and initials of the 
posting clerk are written on the document. When 
class P supplies are received for immediate instal- 
lation, the clerk makes the posting directly to the 
installed property records from the vouchered 
copy of the receiving document, without making a 
posting to a stock record card. The notation 
posted to the installed property records, the date, 
work-order number, building number, cost-ac- 
count code number, and initials of the posting 
clerk are written on the receiving document. 

23. Procurement of Supplies 

Rescinded. 

24. Requisitioning Repairs and Utilities 
Supplies 

The post engineer prepares requisitions, WD AGO 
Form 445 (Requisition) in quadruplicate, retaining 
copy 4 in the repairs and utilities suspense file at 
the station and forwarding copies 1, 2, and 3 to the 
commanding general of the service command, at- 
tention service command engineer, except as noted 
in e below. The service command carefully edits 
all requisitions received, coordinates them with 
other technical services when necessary and, if 
approved, takes action noted in a, b, c, or d, below. 
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REQUISITION AND RECEIPT OF REPAIRS AND UTILITIES SUPPLIES 
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Chart 2, Requisition and receipt of repairs and utilities supplies from the service command engineer . 
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enough to warrant such action, separate stock 
record accounts may be established. (See AR 
35-6520.) 

50. Single Stock Record Account 

Maintain only one set of stock record cards for re- 
pairs and utilities property. If materials charge- 
able to more than one ESA project are necessary, 
draw items from regular stock or procure them 
from regular funds. When received, pick them 



up on repairs and utilities stock record account. 
When project is completed, make adjustments 
between projects under the same appropriation by 
preparing WD AGO Form 14-104 (Transfer 
Adjustment Voucher) as prescribed in TM 14-702. 
Use the major project available to the post engi- 
neer as a clearing account for accomplishing work 
chargeable to other ESA projects. This proce- 
dure gives the post engineer a simple means of 
accounting for property chargeable to various 
funds under normal circumstances. 
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SECTION IV 

REAL PROPERTY RECORDS 



51 . Purpose and Scope 

Repairs and utilities real property records contain 
data about each structure and facility and show re- 
pairs and utilities responsibilities at the post. They 
are also a basis for the cost-accounting system. 
Since errors in records and incomplete records re- 
sult in erroneous base data and distort the unit 
cost of work performed, real property records must 
always be accurate and up to date. Real-property 
records consist of real-property record cards sup- 
ported by record drawings, maps, plans, and spec- 
ifications. 

52. Drawings, Maps, Plans, and 
Specifications 

a. Types. Maintain a file of maps, plans, and 
drawings furnished by the resident engineer, in- 
cluding the following: 

(1) Original tracings of drawings for buildings 
and structures prepared in the field. 

(2) Vandyke negatives (2 each) of modified 
standard drawings for buildings and structures. 

(3) List of all standard drawings used without 
change if copies of individual drawings are unavail- 
able. 

(4) Original tracings of site plans, general and, 
if prepared, detailed. 

(5) Original tracings of utility maps, general 
and, if prepared, detailed. Drawings prepared as 
strip maps, profiles, sections, or otherwise giving 
essential dimensions and details of the as-built 
feature may serve as record drawings. 

(6) Original tracings of reservation maps. 

(7) Such copies of unmodified standard draw- 
ings, specifications, and design analyses that are on 
hand and worth keeping. 

(8) Photographic prints and aerial photographs. 



b. Maintenance of Drawings by Post Engi- 
neer. Maintain a complete current file of original 
linen tracings. Indicate revision dates on tracings 
as changes are recorded. Include the following 
maps in this file: 

(1) Regional map. 

(2) Reservation map. 

(3) Post lay-outs (including legend and build- 
ings schedule). 

(4) Water-distribution system (including leg- 
end). 

(5) Sewage system (including legend). 

(6) Gas-distribution system (including legend). 

(7) Electric-distribution system (including 
legend). 

(8) Steam-distribution system (including leg- 
end). 

(9) Gasoline-storage and fuel system (including 
legend). 

(10) Roads, aprons and runways, and parking 
areas. 

(11) Storm-drainage systems. 

(12) Railroads. 

53. Establishing Real Property Record Cards 

Real property record cards are the basis for the real 
property accounting system of the post engineer. 
They are flexible enough to be kept up to date with 
the various changes in or to the real property. Use 
the following forms as real property record cards: 

WD AGO Form 5—47, Buildings. 

WD AGO Form 5-49, Miscellaneous Struc- 
tures. 

WD AGO Form 5-50, Land. 

WD AGO Form 5-51, Surfaced Areas. 

WD AGO Form 5-52, Utility Distribution 
Systems. 

a. Basic Records. Establish real property record 
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allow for expansion. Determine sequence of 
assigning numbers by location of buildings in 
each area. In assigning numbers, be sure to pro- 
vide for adding new buildings between the old. 

(2) Assign as many blocks of 100 numbers as 
necessary to each area. For example, in an area 
of less than 100 buildings where future expansion 
is estimated not to increase the total to more than 
100, assign 1 block of numbers, such as 1 to 99 or 
100 to 199. When there are more than 100 build- 
ings in an area, assign as many blocks of numbers 
as needed, such as 1 to 199 or 100 to 399. Sub- 
divide such areas and number buildings in logical 
sequence by groups. 

(3) Assign only a number to all permanent 
buildings, such as 97, 298, 407. Assign numbers 
with the prefix T to all temporary buildings, such 
as T47, T382, T523. Number buildings in one 
series of numbers, regardless of whether permanent 
or temporary; for example, T221, T222, T223, 
T224. Temporary buildings include cantonment- 
type construction, demountable buildings, and 
hutments. Give transient identifying numbers to 
meet local needs to tent floors and winterized 
tents. Assign temporary numbers to permanent- 
type buildings in temporary camps. 

b. Changing Numbers. Do not change the 
number originally assigned to a building without 
approval of post commander. Notify service 
command or air command headquarters and Chief 
of Engineers when changes in building numbers 
are made, so existing drawings and records in 
those offices can be corrected. Assign only one 
number to a building. Apartments, rooms, wings, 
or other subdivisions of buildings may be assigned 
identifying symbols for station administrative 
reasons. Do not consider such symbols a part of 
the assigned building numbers when reporting to 
higher authority. Consider hospital wards con- 
nected by corridors as separate buildings and 
assign building numbers to each individual ward. 

c. Renumbering. This system of numbering 
does not apply for old-established stations where 
renumbering at present would be impracticable. 
At such stations, prepare a master plan in accord- 
ance with the prescribed system, so buildings can 
be renumbered as soon as possible. Assign num- 



bers to new construction conforming to the master 
plan. 

61 . Recording Damage to Public Buildings or 
Structures 

Record rehabilitation of damage to government 
buildings on real-property record cards. Use a 
vouchered copy of document evidencing the work. 
List destroyed real property on WD AGO Form 
15 (Report of Survey), voucher it and post as a 
credit to property record card. The station com- 
mander takes action on these reports of survey 
(see AR 35-6640.) Do not delay posting to real 
property record card pending receipt of approval 
survey. 

62. Relocation of Buildings 

When buildings are moved from one location to 
another on the same station, post the changes 
effected to the real property record cards from a 
vouchered copy of the Work Order, WD AGO 
Form 5-35, authorizing the work. When buildings 
are moved from one station to another, transfer 
accountability on the shipping document. At the 
shipping station file a copy of the WD AGO Form 
337 approving the disposal of the building with the 
vouchered copy of the shipping document; post 
the deletion to the real property records; and 
place the canceled record cards in an inactive file. 
At the receiving station prepare real property 
record cards from the vouchered copy of the 
shipping document. 

63. Alterations by Other Than Post 
Engineer 

When real property is to be altered (including con- 
version of buildings from one use to another) by 
an agency other than the post engineer, transfer 
accountability for the real and installed property 
involved to the constructing agency as follows: 

a. Prepare ENG Form 290 covering the prop- 
erty and withdraw the appropriate real and in- 
stalled property record cards from the files. 

b. Deliver the ENG Form 290 and the property 
record cards to the constructing agency. File 
the signed copy of the ENG Form 290 in the 
voucher file. 
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c. Place the following certificate on each un- 
audited voucher pertainiog to transactions posted 
on cards of the facilities being transferred: 

“I certify that the property listed hereon has 
been recorded on real and installed property 

record cards pertaining to Building No. . 

These cards were transferred to by 

Voucher No. . (Signed) , Post 

Engineer.” 



d. Upon completion of the project, accept the 
real and installed property from the constructing 
agency on ENG Forms 290, supported by real 
and installed property record cards. 

e. Accept on shipping documents from the 
constructing agency any supplies remaining from 
the construction project. 
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SECTION V 

INSTALLED PROPERTY RECORDS 



64. Purpose 

Installed property records show responsibilities of 
the post engineer, supplement real property 
records, and provide the accountable record of 
nonexpendable class P supplies installed in or 
attached to buildings or facilities. Records must 
always be up to date. Instructions in section IV 
relating to basis of records, leased property, 
conversions, changes, and records for each instal- 
lation also apply to installed property records. 



65. Preparing WD AGO Form 661 

a. Purpose. Record each item of repairs and 
utilities class P supply installed in or attached to a 
building or facility on WD AGO Form 661. The 
appendix contains a typical list of repairs and 
utilities class P supplies. 

(1) Prepare a separate WD AGO Form 661 for 
each facility with installed or attached class P sup- 
plies covered by a WD AGO Form 5-47, 5—49, 5- 
50, 5-51, or 5-52. When a complete list of leased 



SUMMARY OF VOUCHERS TO THE INSTALLED PROPERTY RECORDS 
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Chart 7. Summary of vouchers to the installed property records. 
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of work order, attaches triplicate copies of requisi- 
tions on storekeeper, and forwards to work order 
clerk. 

c. Filing. File completed requisitions on store- 
keeper as follows: 

(1) File original copies in numerical order, ex- 
cept when class P supplies are listed. When the 
form lists class P supplies, the original is filed by 
voucher number in property voucher file. A 
simple memorandum is prepared showing only 
date, requisition number, and voucher number. 
This memorandum is placed in the file of original 
requisitions to indicate location of vouchered form. 

(2) The cost clerk files the duplicate copies as 
directed in TM 5-602. 

(3) File triplicate copy with original copy of 
work order to which it pertains in file of completed 
work orders. 

(4) The storekeeper does not maintain files of 
WD AGO Form 5-102 except as noted in a (2) 
above, and then only until the work order is com- 
pleted. 

70. Preparing Summary Voucher for Class P 
Supplies 

When the volume of class P supplies issued daily 
for permanent installation warrants simplicity, 
vouchers may be prepared as follows: 

a. Form. Use a locally reproduced form similar 
to figure 19 (WD AGO Form R-5374) as a sum- 
mary of WD AGO Forms 6-102 listing units 
permanently installed. Enter date and requisi- 
tion number of each Form 5-102 showing in- 
stallation of class P supplies. By using this 
form, only one entry to voucher register is nec- 
essary for each group. 




b. Voucher Number. Assign the summary 
form one voucher number. Assign same voucher 
number to each of the Forms 5-102 attached. Use 
this one voucher number for all postings to both 
stock and installed property records. Write both 
Posted to installed property records and Posted to 
stock records; date of posting, and initials of posting 
clerks on each Form 5-102 as posted. 

c. File. File summary form with original 
Copies of 5-102 attached in voucher file. 

71. Recording Class P Supplies Installed in 
Another Item of Nonexpendable Supply 

When an item of class P supply is issued for in- 
stallation or incorporation in another item of class 
P or class M nonexpendable supply and loses its 
identity, list it on WD AGO Form 5-102. The 
storekeeper makes the following notation on the 
requisition: For installation in ( name of equipment 
or item of class P supply). The property section 
makes the following certification on the requisi- 
tion when received: I certify that the item of class 
P supply indicated above has been incorporated, 
as authorized by work order No — , in an item of 
nonexpendable supply which is properly accounted 
■for. The accountable officer signs this certificate 
and vouchers and posts the Form 5—102 as an 
issue to WD AGO Form 5-104. 

a. Recording Changes. If the installation of 
the item changes the description of property, 
record necessary changes on stock or installed 
property records. 

(1) Adjust description of items accounted for on 
stock record cards by changing nomenclature or, if 
only one of several items recorded is changed, by 
making up a new card. 

(2) Adjust descriptions of items accounted for 
on installed property records by changing de- 
scription recorded or by deleting one unit of 
items originally listed and adding new item. 

b. Removing Items. When removing items of 
class P supplies installed in other nonexpendable 
supplies, return them to storekeeper in regular 
manner. Make changes in description, if nec- 
essary, as indicated in a above. 

72. Recording Coal Issues 

A monthly work order may be issued for deliveries 
of fuel for uses authorized in AR 100-90. Prepare 
individual work orders for other issues including 
sales of coal. 

UNIVERSITY OF CALIFORNIA 
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a . Delivery Ticket (coalyard superintendent). 
Use WD AGO Form 5-102 as a coal delivery ticket. 
Prepare and process it as follows: 

(1) Prepare tickets in triplicate and number in a 
special series prefixed with the letter F. Prepare a 
separate ticket for each truckload of coal delivered. 

(2) For issues authorized by monthly work 
order, note point of issue, either stockpile or car, 
in space for account code number. Record the 
use, such as hospital, laundry, or other, in space 
for work order number. Enter number of build- 
ing or location of facility to which coal is to be 
delivered in space for building or facility. Enter 
exact description of type and size of coal as stock 
piled and amount delivered in appropriate col- 
umns. Sign ticket in space issued by. 

(3) For issues other than those authorized by 
monthly work order, record cost account code and 
work order number in appropriate spaces. Note 
point of issue just above account code number 
space. The use classification is not required. 

(4) Retain triplicate copies of delivery tickets as 
a record of issue until work order is completed. 
Forward them to work order clerk with com- 
pleted work order. 

(5) Give duplicate to driver, who, when delivery 
is completed, writes Delivered, the date, and his 
signature in space received by. He then returns 
duplicate to coalyard. 

(6) Match completed duplicate with original 
and forward both to property office the same day 
delivery is made. 

(7) When an organization is authorized to draw 
coal and transport it in its own vehicles, prepare 
delivery ticket as outlined in (1) and (2) above. 
Have duplicate receipted by representative of or- 
ganization and retain three copies for distribution 
as noted in (4) and (6) above. 

b. Monthly Abstract (stock record clerk). 
File originals in numerical order to be abstracted 
monthly for posting to stock record cards. File 
duplicates by use classification for preparing 
monthly report of fuel issued by type of heating 
plant on WD AGO Form 5-55 (Reports Control 
Symbol EMU 69). Do not include issues for 
purposes other than those authorized in AR 
100-90 in report on Form 5-55. Prepare a 
monthly abstract of amount of coal issued on 



WD AGO Form 5-103. list amount of each 
typo and size of coal separately so postings can be 
made to appropriate stock record cords. Make 
this abstract from file of original copies of delivery 
tickets. Prepare it in triplicate and process as a 
regular requisition on storekeeper. 

73. Recording Return of Overissues 

When supplies issued on the authority of a work 
order exceed requirements of the specific job, 
return excess to warehouse promptly. 

a. List. Record supplies returned on a debit 
WD AGO Form 5-102 prepared in triplicate and 
process in accordance with chart 9. 

b. Work Order Number. Use same work 
order number and cost account code as those on 
which supplies were originally issued. 

c. Notation of Return. Make notation re- 
turn of overissue on all three copies of form. 

d. Quantity. Post quantity returned in ap- 
propriate issue column and encircle it. Add 
amount to previous balance in quantity-on-hand 
column. 

74. Repairs and Utilities Shop Stock 

When it is necessary that common expendable 
supplies be on hand at a shop to assure expeditious 
performance of its mission, prepare a routine work 
order to authorize issuance of shop stocks. 

а. Issue items in the smallest units practicable. 

б. Limit supplies on hand in a shop at any one 
time to an expected 3 days’ requirements. 

c. Establish shop stocks only where absolutely 
necessary (e. g., to provide emergency supplies 
required to operate shops when the warehouse is 
closed). 

75. Special Issue Procedure for Light Bulbs 

a. Authority. Issue routine work orders to 
provide for necessary replacement of incandescent 
light bulbs and fluorescent tubes. Issue separate 
work order for (1) permanent buildings, (2) 
temporary buildings, and (3) exterior lighting 
systems. 

b. Issue Procedure. Establish a separate series 
of WD AGO Forms 5-102 and prefix each requisi- 
tion number with the letter “B.” As bulbs are 
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issued, prepare a WD AGO Form 5-102 in tripli- 
cate. Enter the appropriate cost account code, 
work order number, and a reference to the building, 
organization, or area for which the bulbs are issued. 
Obtain the signature of the person receiving the 
supplies and give him the duplicate copy. For- 
ward the original to the stock-record section, and 
file the triplicate with the work order. When the 
work order expires forward the completed copies, 
with triplicate WD AGO Forms 5-102 attached, 
to the work-order clerk. 



c. Abstract of Issues. On the last day of each 
month, and more often if deemed necessary, pre- 
pare an abstract of light-bulb issues for each of the 
routine work orders. On the abstract show the 
quantity of each size and type of light bulb and 
fluorescent tube issued. Number each abstract 
in the regular “Requisition on Storekeeper” series, 
file the original in the “Requisition on Storekeeper” 
file, forward the duplicate to the cost section, and 
file the triplicate with the original light-bulb issue 
slips. 



RETURN OF OVER ISSUES OF REPAIRS AND UTILITIES SUPPLIES 
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Figure 20. Shop stock issue slip . 
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76. Alternate Accounting Procedure for 
Shop Stock 

Rescinded. 
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77. Purpose 

Memorandum receipts transfer the responsibility, 
defined in AR 35-6520, to the individual to whom 
supplies are issued. The individual who signs a 
memorandum receipt is responsible for items listed 
on it until they are returned, unless he is otherwise 
relieved of responsibility by Army Regulations. 

a. Accountable Record of Memorandum Re- 
ceipt Supplies. Accountability is not transferred 
by memorandum receipt. Maintain the account- 
able record of serviceable repairs and utilities class 
M supplies, both quantity in stock and quantity 
issued on memorandum receipt, on WD AGO 



Form 5-104. The stock record card always shows 
the amount on hand available for issue and the 
amount issued on memorandum receipt. Total 
accountability of the post engineer for an item of 
class M supply is the sum of the balances in the 
total issues on Mem/R and the quantity on-hand 
columns. Do not maintain any other stock record 
of accountability for class M supplies. 

b . Items Issued on Memorandum Receipt. 
Normally, memorandum receipts list only items of 
class M nonexpendable supplies. The storekeeper 
issues supplies only on authority of the post engineer 
or his designated assistant. The post engineer may 
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Chart 10. Issue of repairs and utilities supplies on memorandum receipt. 
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require memorandum receipts for other property 
which, in his opinion, require special control or 
protection. 

c. Persons to Whom Issued. Repairs and 
utilities supplies are normally issued to individuals 
of the post engineer’s organization for repairs and 
utilities functions. Items required for operating a 
shop or crew are issued to the responsible indi- 
vidual in charge, who may require hand receipts 
from laborers. Issues to responsible officers of 
other organizations are authorized for repairs and 
utilities work or responsibilities, or when items are 
available and the issue does not interfere with re- 
pairs and utilities operations. Issues outside the 
post engineer organization are made only to respon- 
sible officers. 

d. Basis of Issue. Class M supplies are nor- 
mally issued as required and not on the basis of 
tables of allowances, tables of equipment, or other 
published allowances. 

e. Activity Accounts. Memorandum receipt 
accounts may be titled with the name of the acti- 
vity for which the class M supplies are issued 
(e. g., Carpenter Shop) provided that at all times 
a responsible individual is assigned the responsi- 
bility for the account. Under this prodecure the 
number of the memorandum receipt account re- 
mains unchanged when responsible individuals 
change. Maintain a current register of responsi- 
ble individuals. Assign and relieve individuals of 
responsibility for activity accounts through execu- 
tion of the following certificate: 

“(Name of individual being relieved) is hereby relieved of 

responsibility for memorandum receipt account No. 

titled covering all transactions through (date of 

transfer). Signed (Accountable officer). 

“I hereby assume responsibility for memorandum receipt 

account No. tilled covering all balances 

as of (date of transfer). Signed (individual assuming re- 
sponsiblity) 

78. Memorandum Receipt Forms 

a. Preparing Forms. Issue repairs and util- 
ities class M supplies on property issue slips, WD 
AGO Form 446, and return them on property 



turn-in slips, WD AGO Form 447. Prepare forms 
in triplicate and process them through the repairs 
and utilities property office, post engineer, and 
warehouse in accordance with charts 10 and 11. 

b. Filing the Forms. Assign a memorandum 
receipt account number to each individual and 
activity authorized to be issued class M supplies. 
Maintain a jacket file of WD AGO Forms 446 
and 447 for each memorandum receipt account 
number. Attach a copy of each WD AGO Form 
446 to the right-hand side of the jacket file and 
fasten a copy of each WD AGO Form 447 to the 
left-hand side. 

c. Consolidated Memorandum Receipts. 
Prepare a consolidated memorandum receipt 
listing net responsibility of each account at least 
once each year, preferably at the completion of 
the annual stock inventory. Prepare WD AGO 
Form 444 in quadruplicate listing the net quantity 
of each item chargeable to the account in the 
“Recorded Balance” column. Retain one copy 
in the appropriate jacket file and send the original 
and two copies to the responsible individual for 
inventorying supplies on hand and signin g the 
consolidated memorandum receipt. 

(1) Count the items held on memorandum 
receipt, enter the quantity on hand in the “In- 
ventory Balance” column on all copies, and com- 
pute quantities over and short. Sign the original 
WD AGO Form 444 certifying that items have 
been inventoried and overages and shortages 
noted. Support shortages with copies of Report 
of Survey, Statements of Charges, or other 
evidence that items are considered to balance 
one another. Return the original and one copy 
to the memorandum receipt clerk. 

(2) File the signed copy of the consolidated 
memorandum receipt in the jacket file and return 
one copy, signed by the post engineer, to the 
responsible individual. If adjustments to the 
stock record cards are required, assign a voucher 
number to the consolidated memorandum receipt, 
post adjustment to the “Issued on M/R” and 
“Total on M/R” columns, and file one copy in 
the voucher file. 
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SECTION IX 

DISPOSITION OF PROPERTY 



92. General 

This section outlines various methods for dropping 
or transferring accountability for repairs and 
utilites property from accountable records of post 
engineer. Property accountability does not end 
until property is transferred to another account- 
able officer or until items of property are dropped 
from accountability on valid vouchers in accord- 
ance with regulations. It does not end by merely 
placing responsibility for its custody and safe- 
keeping with other individuals. The post engi- 
neer is not relieved of accountability except by an 
authorized document showing that property or 
supplies were consumed or incorporated in the 
work; transferred to another accountable officer; 
transferred from jurisdiction of Department of the 
Army; worn out beyond repair through fair wear 
and tear; or destroyed or damaged, in which 
case relief from responsibility must be obtained 
by the responsible person in accordance with AR 
35-6640 and TM 14-904. 

a. Class P Supplies. The transfer of supplies 
from stock record account to real or installed prop- 
erty record account does not relieve the post 
engineer of accountability. The accountable rec- 
ord for class P supplies issued for installation is 
merely transferred from stock records to installed 
property records as prescribed in AR 35-6520. 

b. Expendable Supplies. Expendable sup- 
plies issued from stock are dropped from records 
in accordance with AR 35-6620 because they are 
consumed or incorporated in real or installed 
property or other supplies. Where expendable 
supplies are used to manufacture or construct 
nonexpendable items of supplies or real property, 
the items manufactured or constructed are picked 
up on appropriate records. 



93. Disposing of Real Property 

The following actions enable the post engineer to 
remove real property from accountable records: 
salvage or sale of buildings or improvements, 
transfer to another Department of the Army 
component or Government agency, cancellation 
or expiration of lease, and transfer of a surplus 
installation to Chief of Engineers. 

94. Disposal of Buildings and Improvements 

Government-owned buildings and improvements 
may be disposed of only where authority therefor 
exists. Current Department of the Army in- 
structions provide authority for the demolition, 
transfer, or sale of buildings and improvements 
as well as procedures for obtaining approval for 
such action and methods of disposal (see AR 
100-63). Property accounting aspects of author- 
ized and approved disposals are set forth in para- 
graph 5, Circular 128, War Department, 1947. 

95. Transferring Real Property to Another 
Department of the Army Component or 
Government Agency 

a. General. Transfer real property or account- 
ability for real property to another Department of 
the Army component or Government agency only 
on approval of Chief of Engineers. These trans- 
actions are different from those described in 
paragraphs 97 and 100. List property to be 
transferred on applicable ENG Forms 290 pre- 
pared in accordance with existing instructions, 
with following modifications: 

(1) Under name of post, write name of post to 
which real property is being transferred. 

(2) Under job number, give authority for trans- 
fer. 
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(3) Make statement on forms to indicate station 
from which property is being transferred. 

(4) Under certified, by, enter name of post engi- 
neer transferring property; under accepted by, enter 
names of post engineer and post commander, or au- 
thorized representatives of receiving service if an- 
other Department of the Army component or 
Government agency. 

(5) Prepare forms in duplicate, one for files of 
each party in transaction. 

(6) Notify service or air force command or divi- 
sion engineer by letter of effective date of transfer 
of accountability. When desired, submit a copy of 
ENG Form 290 to interested headquarters as noti- 
fication. 

b. Transfer of an Outpost. Repairs and 
utilities responsibilities for an outpost may be 
transferred from one post engineer to another on 
approval of commanding general of service com- 
mand for class I, II, and IV installations and of 
air force command for class III installations. An 
outpost as used here is defined as an installation 
whose real and installed property records are 
maintained at some main post and vouchers to 
these records are an integral part of the main 
post’s files. Obtain mutual concurrence of com- 
mands concerned before transferring repairs and 
utilities responsibilities involving both service 
command and air force command facilities. 
When approved, transfer accountability as follows: 

(1) Use applicable ENG Forms 290 modified as 
indicated in a above to transfer real and installed 
property and to act as transferring vouchers. 

(2) Transfer supplies in stock, or held at the out- 
post for continuing operations on memorandum re- 
ceipt, on a WDSD. 

(3) Deliver real property and installed property 
record cards of outpost being transferred to post 
engineer accepting responsibility for outpost. 

(4) Keep property vouchers which are posted 
to real and installed property cards for outpost in 
voucher files of original post. To complete records 
of original post, place following certification on 
each unaudited voucher: 

I certify that the property listed hereon has been 
recorded on the real and installed property record 



cards pertaining to {name of outpost), an outpost 
which has been transferred to {name of new main 
post). 

{Signed: Post Engineer at original main 

post). 

(5) At the receiving office, assign a voucher num- 
ber to ENG Form 290 used in transferring real and 
installed property, noting that items are posted to 
real and installed property records. Post date and 
newly assigned voucher number in applicable 
spaces on next blank line of real and installed 
property record cards, followed by the notation, 
transfer of property listed above. 

(6) Notify service command fiscal director when 
accountability for an outpost is transferred from 
one station to another. 

96 . Disposing of Leased Property 

a. Procedure. When notified by division engi- 
neer that a lease is to be allowed to lapse or that a 
release of Government from a lease is to be nego- 
tiated, or a leasehold condemnation terminated, 
army area command or air force command in- 
structs post engineer to proceed as follows: 

(1) Remove all installed Government-owned 
class P repairs and utilities supplies, except such 
items as plumbing, lighting, and toilet fixtures; 
lavatories; walk-in refrigerators; and fixed heating 
systems. Transfer accountability for removed 
items from installed property records to stock 
records on a debit WD AGO Form 5-102 prepared 
and processed as outlined in chart 4. Coordinate 
removal of property with division engineer to 
preserve Government improvements in best pos- 
sible condition for negotiations with lessor. 

(2) Compile an inventory of all remaining in- 
stalled Government-owned repairs and utilities 
property and improvements on premises. Give 
copy of this inventory to division engineer for 
negotiations with lessor. 

(3) Do not remove items of equipment fisted on 
inventory pending negotiations of division engi- 
neer with lessor. When these negotiations are 
completed, proceed as follows: 

(a) When deemed by division engineer to be in 
the interest of the Government and when it is 
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agreeable to lessor to return premises with all or 
part of Government-owned installed property and 
improvements, retain a copy of supplemental 
agreement providing for transfer of property to 
lessor. Use this as a voucher to drop items from 
WD AGO Form 661. 

(b) Remove all other repairs and utilities items 
promptly and return to stock as outlined in (1) 
above. Credit WD AGO Forms 661 and place 
them in inactive file. 

b. Transferring Property Cards. When a 
leased premise is vacated by Department of the 
Army, transfer real and installed property record 
cards for real estate and installed property re- 
turned to lessor to inactive file at main post, or if 
there is no other station, dispose of records as 
indicated in section I. Voucher a copy of official 
paper terminating lease and use it to drop property 
from real and installed property records. 

97. Transferring Surplus Installations 

Surplus real and installed property is disposed of 
under the circumstances and in accordance with 
procedures in current Department of the Army 
directives. 

a. Command Installations. When a command 
installation has been determined to be surplus by 
competent authority, the Chief of Engineers as- 
sumes custody of the installation or coordinates 
the transfer of custody from the using service 
directly to the disposal or other receiving agency. 
Dispose of supplies on hand at surplus installations 
in accordance with TM 38-419. Transfer custody 
of the installation to the representative of the 
Chief of Engineers in accordance with existing 
simplified property accounting procedures for sur- 
plus command installations. No inventory of real 
and installed property is required in this transfer. 

b. Industrial Installations. The using serv- 
ice normally retains custody and accountability for 
surplus industrial installations pending acceptance 
of the installation by the disposal agency. Follow 
standard property accounting procedures in dis- 
posing of surplus industrial installations. 



98. Disposing of Installed Property 

Dispose of installed property by one of the follow- 
ing methods: 

a. Salvage or sale with buildings or improve- 
ments. (See par. 94.) 

b. Transfer to another Department of the Army 
component or Government agency with real 
property. (See par. 96.) 

c. Return of leased items to lessor or transfer of 
Government-owned items to lessor with return of 
premises. (See par. 96.) 

d. Transfer with surplus real property. (See 
par. 97.) 

e. Removal from installation and return to 
stock. (See par. 66.) 

f. Transfer of unserviceable installed property. 
(See par. 102.) 

99. Disposing of Supplies in Stock 

Dispose of supplies in stock by one of the following 
methods: 

a. Issue for Post Repairs and Utilities Pur- 
poses. Issue expendable and class P items on 
WD AGO Form 5-102 as outlined in section VI; 
issue class M items on WD AGO Form 446 as 
outlined in section VII. 

b. Transfer with Real Property. Transfer 
supplies to another Department of the Army com- 
ponent or Government agency along with transfer 
of real property and facilities. For transferring 
these supplies, use WD AGO Form 450-5. (See 
par. 101.) 

c. Transfer to Accountable Officer. Ship 
supplies to another accountable officer in accord- 
ance with instructions from service command en- 
gineer. Transfer these supplies on WD AGO 
Form 450-5. (See par. 101.) 

d. Adjustment of Shortages. Make adjust- 
ments of inventory shortages on WD AGO Form 
444 as outlined in section VIII. 

e. Turned in as Excess. Turn in nominal ex- 
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cess supplies to local salvage officer in accordance 
with instructions from service command engineer. 
Turn in items on WD AGO Form 447 in accord- 
ance with section X. 

/. Turned in as Nonrepayable. Turn in 
nonrepairable items to local salvage officer. List 
items on WD AGO Form 447. (See par. 102.) 

g. Shipped to Higher Echelon. Ship items 
of unserviceable property to higher echelon for 
repair on instructions from service command in- 
spector. To ship items, use WD AGO Form 450-5. 
(See par. 102.) 

h. Sold to Individuals or Organizations. 
Sell items through sales officer to individuals, 
agencies, or organizations operating under non- 



appropriated funds when transaction is properly 
authorized. (See par. 105.) 

i. Transferred to Another Station. Trans- 
fer supplies carried in stock and not fixed in place 
or erected, such as knocked-down or stock-piled sec- 
tional buildings, tent frames, and hutments, to 
another station, if excess to needs of installation, 
on approval of service command engineer. Trans- 
fer accountability of such items on a WDSD. 
Obtain authority to salvage such structures which 
are erected and set in place and to return them to 
stock by processing a report of survey as indicated 
in paragraph 94. Get authority to erect such 
buildings in the same manner as for other new con- 
struction. 
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and post as a transfer from pertinent property rec- 
ords. When item on unserviceable property 
record is subsequently shipped to higher echelon 
repair shop, list it on WDSD marked and proc- 
essed as indicated above. Make following nota- 
tion on post engineer’s voucher copy turned, in on 

voucher No. , indicating voucher by which 

property was originally debited to unserviceable 
property record. 

103. Establishing Unserviceable Property 
Records 

а. Purpose. Establish unserviceable property 
records for following supplies: 

(1) Unserviceable class P supplies which are re- 
moved for repair and cannot be repaired within 10 
days, except items which are removed, repaired, 
and returned to installation without replacement. 

(2) Unserviceable class M or P supplies in stock 
which cannot be repaired within 10 days. 

(3) Major items of repairs and utilities supplies 
listed in paragraph 102 which are nonrepairable 
and are being held pending disposition instructions 
of service command engineer. 

б. Record. Maintain record of unserviceable 
supplies on separate WD AGO Forms 5-104 clearly 
marked unserviceable property. Instructions for 
preparation, classification, nomenclature, unit, and 
stock record card described in section III are ap- 
plicable. Maintain cost data on these records and 
include in appropriate inventory cost accounts. 
Drop cost of unserviceable repairs and utilities 
property only when items are transferred to salvage 
officer or to another accountable officer. 

c. Transfer. Transfer supplies to unservice- 
able property record as follows: 

(1) List unserviceable class P supplies indicated 
in paragraph 102a(2) on WD AGO Form 5-102 
marked unserviceable property removed from (builds 



TM 5-601 

ing No. or facility ) and process in accordance with 
chart 13. 

(2) List class M or P supplies in stock which 
cannot be repaired within 10 days on WD AGO 
Form 5-102 marked unserviceable property removed 
from stock. Process this form in accordance with 
chart 14. 

d. Report of Survey. The responsible officer 
places class M property unserviceable through 
causes other than fair wear and tear which is not 
covered by a statement of charges on a report of 
survey. Process reports of survey in accordance 
with TM 14-904. 

1 04. Repairing and Returning to Stock 

The storekeeper obtains a work order for repair of 
unserviceable supplies turned in to the warehouse 
in accordance with paragraphs 102 and 103, above, 
and delivers property to appropriate repair shop 
on hand receipt. When items that are transferred 
to unserviceable property records are repaired and 
returned to the warehouse, he lists them on Form 
5-102 marked serviceable supplies — repaired , pre- 
pared and processed as outlined in chart 15. 

105. Selling Supplies and Services 

When selling repairs and utilities supplies or serv- 
ices under proper authority to individuals, agen- 
cies, or organizations, transfer accountability for 
supplies, cash, and charge accounts to sales officer. 
List supplies on WDSD and services on property 
tum-in slip. Prepare forms in triplicate, indicat- 
ing items sold and their appropriate costs. Deliver 
copy 1, with cash and charge accounts to sales officer, 
who receipts copy 2 and returns it for use as credit 
voucher to post engineer's property accounts. 
Keep copy 3 as memorandum until return of 
receipted copy 2; then forward copy 3 to station 
property auditor. (See AR 35-6660 for further 
details.) 
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106. General Stock Control Policies 

TM 38-400 gives the basic Department of the 
Army policy on stock control, including responsi- 
bility for command and technical supervision over 
repairs and utilities stock control. The paragraphs 
below give the detailed procedures for disclosing, 
declaring, and processing post engineer repairs 
and utilities supplies for redistribution or disposal. 

a. Basis of Stock Control. Control over 
stock is accomplished by careful supervision over 
purchases and requisitions of supplies and equip- 
ment. The basis for control is the principle that 
every item required in stock will be used at a rate 
which can be measured. The quantity used in the 
past is a guide for future requirements. Actual 
control levels are based , however , on anticipated 
requirements and cannot be established rnathemati- 
cally from past issues. 

b. Disposition of Excess Supplies. Concur- 
rently with control over acquisition of additional 
materials, disposition must be made of those quan- 
tities of supplies in stock which are in excess of 
current requirements. In this maimer, stocks are 
balanced to meet requirements and any excess on 
hand is made available for appropriate transfer or 
disposition. 

1 07. Inventories of Stock 

Make a physical inventory of all items of repairs 
and utilities stock at least once each year. Army 
commanders and oversea commanders may order 
special inventories. 

1 08. Station Stock Levels 

a. Control Levels. Consistent with necessary 
flexibility, the station control level for repairs and 
utilities locally procured items represents a 75-day 
supply on hand and a 15-day supply on order, a 
total of 90 days. The control level for centrally 
procured repairs and utilities items is prescribed 
in Memorandum 700-5-5. Exception is made to 
stand-by and seasonal items. Limit requisitions 
from centrally procured stocks and local purchase 
to the station control level. 
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b. Disposal Levels at Permanent Stations. 
Army commanders and oversea commanders are 
authorized to establish disposal levels up to a 
6 months’ anticipated requirement at stations 
being retained as part of the peacetime Depart- 
ment of the Army establishment. A disposal level 
is defined as a maximum quantity of an item 
authorized for retention at an installation. Requi- 
sition from excess stocks up to the approved 
disposal level. 

c. Approval of Levels. Army commanders 
and oversea commanders are responsible for the 
review, revision, and approval of repairs and util- 
ities station control and disposal levels in accord- 
ance with TM 38-400. 



The post engineer is responsible for establishing 
control levels for each item carried on repairs and 
utilities stock record cards. Paragraph 5c (3) gives 
definitions of classifications of supplies for stock 
control purposes. 

a . Normal Issue Items. Base station control 
levels for normal issue items on past issue experi- 
ence modified by factors described in paragraph 
110. Review stock record cards and use average 
issue experience for several successive periods to 
establish station control level. Use only items 
recorded in repairs and utilities use issues column 
as basis of establishing levels. The following 
explanations pertain to figure 28: 

(1) Level of 60 estimated and temporary level 
set on 3 June. 

(2) Issues to 15 July totaled 44. Level revised 
to that figure on basis of past experience and 
anticipated future needs. (Period and entry A.) 

(3) On 12 September, stock on hand was re- 
duced below reorder point and level was reviewed. 
Issues past 60 days totaled 26. Issues were declin- 
ing sharply. Shop foreman indicated future use 
would continue on smaller scale. Level was reduced 
to 20, based on future requirements, eliminating 
necessity for reordering. Excess amounted to less 
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e. Temporary Levels. If no issue experience 
exists for an item but it is required for stock, es- 
tablish temporary level when placing first order. 
Base level on best available estimate of require- 
ments. Adjust temporary levels promptly when 
issue experience, becomes available. 

j. Slow-moving Items. Set level of zero for 
slow-moving items issued less than three times 
during preceding 90 days. This provision does 
not apply to stand-by items. 

110. Factors Modifying Levels 



ferent types and quantities of supplies for road 
maintenance, training aids, and the like. 

c. Changes in number or types of offpost facili- 
ties to be maintained. 

d. Changes in maintenance standards. 

e. Issue of a substitute when an item is out of 
stock overstates issue experience of item being sub- 
stituted and understates issue of the one out of 
stock. Standardization to maximum extent pos- 
sible keeps such discrepancies to a minimum. 

j. Purchases in standard package or commercial 
lots. 



Local conditions and changes cause certain factors 
to be considered in setting station control levels. 
The factors listed below may affect each type of 
item referred to in paragraph 109. 

a. Changes in station occupancy. 

b. Changes in use of station. For example, 
changing a station from an infantry training center 
to an armored force training center requires dif- 



111. Establishing a Reorder Point 

Compute a reorder point (par. 5 h) at three-quar- 
ters or less of station control level for each item 
carried in stock. For class M supplies, set re- 
order point at three-quarters or less of replacement 
factor, plus maximum quantity issued on memo- 
randum receipt. Revise it each time control level 
is changed. 




Figure SO. Setting control level for class M supplies. 
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112. Reviewing and Revising Levels 

a. Frequency. The post engineer will review 
the stock levels for those items listed in SB 5-53 
in accordance with the provisions of TM 38-400, 
and will review levels for other repairs and 
utilities supplies every 90 days on each item whose 
total value on hand exceeds $25. Establish a con- 
trol level and reorder point on each item whose 
total value on hand is $25 or less; and review these 
levels as required or when replenishment of stock 
is necessary. At the time of the annual inventory, 
review stock record cards for elimination of 
obsolete items. 

b. Posting. Each' time the control level is 
reviewed, enter on the stock record card the date, 
initials of reviewer, and the latest control level. 
Minor changes in issue experience do not warrant 
adjustments in levels. 

113. Replenishing Stock 

The stock record clerk prepares procurement 
requests when the net stock position falls to the 
reorder point and not before, unless needed to 
cover due-out requirements, WD AGO Form 5-125 
(Request for Procurement Action). Submit each 
day to post engineer for approval a form listing 
items required. Prepare requisitions, purchase 
orders, or standard purchase requests, as appro- 
priate, at regular intervals from this form for 
those items approved. 

o. Quantities. Do not purchase items in 
arbitrarily large quantities merely to realize 
quantity discounts. Slight variations over station 
control levels, however, are authorized for pur- 
chases of standard packages. To permit procure- 
ment in standard packago lots, establish station 
control levels and reorder points at quantities 
which automatically provide for such purchases. 
For example, if post engineer uses approximately 
40 pounds of a certain type of nails per month, 
station control level would normally be estab- 
lished at 80 pounds and reorder point at 60 pounds. 
This would require procurement of 20 pounds each 
15 days. Total value of nails purchased each time 
would amount to approximately $1. In this case, 
because of the low value of supplies, control level 



and reorder point should be established to permit 
purchase in standard package lot. If it takes 
approximately 10 days to replenish stock, a re- 
order point of 20 pounds would guarantee against 
stock depletion. The control level should be 
established at 120 pounds and reorder point at 20 
pounds to permit purchase of nails in a standard 
100-pound keg. 

b. Canceling Orders. When a change in con- 
dition makes shipment of items on order unneces- 
sary, cancel order promptly and delete as a due-in 
on stock record card. 



а . Definition. Excess supplies are defined as 
items exceeding quantities authorized for the 
particular organization or supply component of 
the Department of the Army. For station repairs 
and utilities supplies, an excess is that quantity by 
which the net stock position exceeds the station 
control level or, when authorized, the station 
disposal level. 

б. Report Form. When a revision of a station 
control level produces a reportable excess as 
provided in c below, prepare an excess report in 
triplicate using WD AGO Form 5-65, R&U 
Excess Property Report (Reports Control Symbol 
ENG-19). Forward two copies to the army com- 
mander and retain one copy at the station. Until 
forms are reprinted, insert the new reports control 
symbol, ENG-19, in place of the old symbol 
EUG-74. 

c. Items Reported. Submit an excess report 
for each item whose value of excess is more than 
$25. When the value of excess is $25 or less the 
supplies may be retained for future use. If dis- 
posal action on excess items worth less than $25 
is desired (e. g., obsolete supplies), report them 
to the army commander in accordance with para- 
graph 118. Do not submit WD AGO Forms 
5-65 to army commanders when the value of 
excess is $25 or less. 

d. Action at Station. Freeze the property 
reported as excess and store it separately from 
regular stock. Obtain approval from the army 
commander to withdraw excess for local use. 



114. Reporting Excess Supplies 
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115. Preparing Excess Report 

Prepare report in triplicate for each excess item. 
Forward original and duplicate to service command 
engineer, retain triplicate at reporting station, and 
clip to stock record card until dispositon of excess 
is complete. List complete information in appli- 
cable spaces of WD AGO Form 5-65, Repairs and 
Utilities Excess Property Report, as follows: 

a. Nomenclature. Enter basic noun designa- 
tion first and follow with complete detailed descrip- 
tion of item as shown on stock record card to per- 
mit positive identification. Correct and resubmit 
reports returned to post for lack of detailed nomen- 
clature. 

b. Unit. Enter unit of issue as indicated on 
stock record card. 

c. Condition. Record condition of serviceable 
excess item using symbols listed below: 

N — New. 

E — Used — Reconditioned . 

0 — Used — Usable without repair. 

R — Used — Repairs required. 

X — Items of no other value as originally in- 
tended but of possible value other than as 
scrap. 

1 — Excellent. 



2 — Good. 

3 — Fair. 

4— r-Poor. 

Always use a letter-number combination to de- 
scribe condition. For example, N-l indicates new 
and in excellent condition; OS indicates used, 
usable without repairs and in fair condition. 
When identical items are declared but more than 
one condition is involved, submit an individual 
report for each condition. 

d. Stock Number. Enter stock number shown 
on stock record card. When stock number is not 
available, insert Federal class number. Prefix 
locally assigned numbers by letter L and the 
Federal class number. 

e. Date. Enter date report is prepared. 

j. Net Stock Position. Enter net stock, com- 
puted by adding quantity on hand, quantity issued 
on memorandum receipt, and quantity due-in, and 
subtracting quantity due-out. In considering 
quantity due-in, do not include items scheduled on 
long time procurement for delivery. Normally, 
amount due-in includes items scheduled for de- 
livery within 15 days of date of report. 

g. Station Control Level. Enter station 
control level shown on stock record card, or dis- 
posal level, whichever is appropriate. 

h. Excess. Record any excess, computed by 
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subtracting station control or disposal level from 
net stock position (item 6 minus item 7). 

i. Unit Price. Indicate average unit cost, 
shown on stock record card, to nearest cent. 

j. Value of Excess. Enter value of excess 
which is product of quantity excess multiplied by 
unit price (item 8 times item 9). 

k. Issue Last 60 Days. Enter total entries in 
repairs and utilities use issues column on stock 
record card for last 60 days. For class M property, 
this is the greatest quantity issued on memorandum 
receipt. 

l . Post Engineer Remarks. When items re- 
ported excess are not in usable condition, give brief 
summary of repairs necessary or condition. Also, 
give justification for control levels established 
which exceed by more than 10 percent the normal 
issue for preceding 60-day period, such as stand- 
by emergency, package lot, seasonal issue, and the 
like. Do not justify items required for authorized 
new work projects. Post such items to stock 
record cards as due-out and take into account when 
net stock position is computed. Use of the follow- 
ing symbols instead of remarks is authorized: 

STB — Stand-by, emergency. 

SEA — Seasonal . 

PKG — Standard package lot. 

m. Station. Write in name of reporting instal- 
lation and location. Do not abbreviate too exten- 
sively. 

n. Serial Number of Report. For positive 
identification, number WD AGO Forms 5-65 in 
simple single sequence starting with number 1. 
Start a new series each fiscal year. Use report 
numbers only for identifying reports and not for 
property classification. 

o. Disposition Record. List quantity entered 
as excess in item 8 under balance. As service 
command engineer disposes of excesses, maintain 
record of amounts transferred and available balance 
on individual forms at both station and service 
command headquarters. Do not consider this 
an additional set of stock records, but merely 
a convenient means of maintaining correct balances 
of reported excess. Do not drop property from 
WD AGO Form 5-104 until disposition instruc- 
tions are received and documents prepared 
transferring accountability. For authorized with- 
drawals by reporting station, correct balance on 



Form 5-65 on authority of service command ap- 
proval. For such withdrawals no transfer docu- 
ment is necessary. Clip retained copy of excess 
report to pertinent stock record card for con- 
venience in posting. 

116. Determining of Condition of Excess 
Stocks 

Prepare excess reports in stock record section from 
WD AGO Forms 5-104 and forward to store- 
keeper for determining condition of excess and 
entry of item 3 on WD AGO Form 5-65. Verify 
quantities reported and tag or identify property 
in stock as excess. Separate excesses from other 
stocks as soon as possible. Normally, report only 
serviceable items; however, equipment in need of 
repairs and items which may be serviceable for 
purposes other than normal use may be reported 
if complete information is furnished about repairs 
required and condition. The service command 
then issues instructions to ship, repair, or turn 
over to salvage officer. Notify service command 
engineer of quantities later reported as excess but 
discovered to be unserviceable and dispose of 
items as outlined in section IX. 

117. Processing Excess Reports at Army 
Headquarters 

Army commanders reviewing WD AGO Forms 
fi-65 will take one of the following disposal actions: 

a. Redistribute excess items to other stations in 
the command in quantities to bring station stock 
up to the control level or the disposal level where 
authorized. 

b. Retain for a redistribution period not to 
exceed 6 months those items which are known to 
be fast-moving or for which a current need exists. 
File the original form by nomenclature, and main- 
tain a current record of disposition action taken 
and balances of excess available as quantities are 
ordered shipped. File the duplicate copy by 
station. 

c. Using one of the actions listed below, dispose 
of items not redistributed or retained in accord- 
ance with a and b above and the balance of any 
items being retained in accordance with b above 
and not redistributed in the established period. 

(1) In the ZI report to the appropriate distribu- 
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tion depot, for disposition instructions, those items 
currently on the “List of Required Items — Section 
I”, published by the Chief of Engineers, and all 
engineer spare parts. Prepare these reports in 
accordance with procedure prescribed in d below. 
In oversea commands report items indicated by 
engineer depots on forms mutually agreed upon. 

(2) Transfer to other Department of the Army 
agencies items requested by those agencies. 

(3) Instruct stations to report remaining items 
in 0-3 condition or better to Army commander 
in accordance with paragraph 118. Instruct sta- 
tions to transfer items in condition worse than 
0-3 to the station salvage officer. 

d. In the ZI report required items and spare 
parts to the distribution depot as follows: 

(1) Submit report in duplicate on WD AGO 
Form R-5084, Station Excess Serviceable Stock 
Report (Reports Control Symbol WDGSD-81). 

(2) Extract information from WD AGO Form 
5-65 and note condition and location of supplies 
in the “Remarks” column. 

(3) Hold WD AGO Form 5-65 pending dispo- 
sition instruction from the depot. 

e. When disposition action has been completed 
on a WD AGO Form 5-65, mark both copies 
“Complete disposition action taken”, file the orig- 
inal in an inactive file, and return the duplicate 
to the station. 



118. Reporting Technical Service Excess 

Technical service excess is defined as quantities 
of supplies in 0-3 condition or better which are 
not redistributed by army commanders as indi- 
cated in paragraph 117c (3) or which are on hand 
at a station in accordance with paragraph 114c. 

a. List technical service excess supplies in the 
station repairs and utilities account on appro- 
priate disposal forms and submit the report to 
the Army commander for processing in accord- 
ance with current instructions. 

b. Hold report in suspense file for 90 days and 
ship items for which disposition instructions are 
received. 

c. At expiration of 90-day period transfer re- 
maining quantities to station salvage officer. 

119. Redistribution of Excess Supplies 

Army commanders will make every attempt to 
utilize excess supplies within the army area. 

а . Excess Lists. Army commanders may 
publish to stations lists of excess supplies available 
for redistribution. 

б. Suspension from Local Purchase. Army 
commanders may suspend from local purchase 
only those items which are available in reasonably 
sufficient quantities from current excesses being 
held for redistribution. Blanket suspension of all 
local purchase with the resultant individual 
authorization to purchase each item not available 
from excess is not authorized. 
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1 20. Purpose 

a . General. The instructions in this section 
are a guide to warehouse operations and can be 
adapted to fit local conditions. 

b. Objectives. The primary objectives of 
warehousing are to accomplish the following: 

(1) Maximum use of existing space. Avoid new 
construction and extensive alterations to ware- 
house facilities. 

(2) Conservation of time and manpower. 

(3) Speeding up of supply operation. 

(4) Conservation of supplies by avoiding re- 
orders of material in stock which cannot be located 
when required. 

1 21 . Preparing Warehouse Layout 

The first step in efficient storage operations is 
devising a lay-out plan to fit the type and scope of 
property in use at the station. Details of the 
plan depend on the type and amount of supplies 
handled and local operational conditions. In 
general, the most practical plan is a single ware- 
house with an adjacent open storage area located 
in the vicinity of the post engineer shops and 
offices. Keep number of points of issue for re- 
pairs and utilities supplies to an absolute minimum 
consistent with efficient operations. Prepare ware- 
house lay-out plans in accordance with the follow- 
ing: 

a . Shipping and Receiving Departments. 
Place issuing and shipping department at one 
end of building and receiving department at other 
end, when local conditions permit. When volume 
of supplies is small, place receiving and shipping 
departments in one common area. Provide 
enough space for receiving and issuing supplies 
to eliminate using aisles and walkways for these 
functions. 

b. Bins. Arrange bins with smallest size open- 
ings closest to issuing and shipping department. 

(1) Place one main aisle from 4 to 6 feet wide 
between receiving and issuing departments. Ex- 



ceptionally large warehouses may require two or 
more main aisles. Place bins at right angles to 
main aisle. 

(2) A maximum length of 50 feet for a bin sec- 
tion is recommended. Arrange various sizes of 
lateral or cross aisles, depending on size of bins or 
racks facing aisle. Suggested sizes for cross aisles 
are: 

(a) 30 inches between small bins. 

( b ) 36 inches between large bins. 

(e) 48 inches between racks. 

(d) 60 to 72 inches between decks. 

c. Fire Aisles. Do not maintain fire aisles 
between stored supplies and outer walls, regard- 
less of type of construction except for supplies 
presenting special hazards and requiring special 
precautions. 

d. Loading Facilities. Provide loading and 
unloading facilities so materials can be loaded 
directly from truck or railroad car into warehouse. 

e. Space for Excess Items. Provide space 
for separating items reported as excess. In gen- 
eral, equip this space with same size and type of 
bins, decks, and racks as main warehouse. When 
possible, store excess items in a separate building. 

j. Use of Item. Consider end use of item. 
Store items of same major group in one place; for 
example, keep all electrical items in one place, 
plumbing supplies in another, and the like. When 
feasible, store items of each federal class together 
within major group. 

1 22. Allotting Bin Space 

To use warehouse bin space to the maximum, 
provide bins of proper size. Except for fast 
moving items, make bin large enough to hold 
contents of standard pack plus few additional 
pieces. The following suggestions are a guide 
for efficient use of bins: 

a . Size. A minimum of four sizes is recom- 
mended. List the available sizes of bins and 
assign each size an identifying number, as follows: 



Original from 

UNIVERSITY OF CALIFORNIA 





IV A R DEPARTMENT TECHNICAL MANUAL 



T M 5-601 

This manual supersedes ASF Manual M501, 15 December 1943, including C 1, 21 June 1944, and C 2, 8 January 1945. 



PROPERTY 

REPAIRS AND UTILITIES 




United States Government Printing Office 



Washington: 1946 



Digitized by 



Original from 

UNIVERSITY OF CALIFORNIA 






WAR DEPARTMENT 
Washington 25, D.C., 1 April 1946 



TM 5-601, Property — Repairs and Utilities, is published for the information 
and guidance of all concerned. 

[AG 300.7 (5 Mar 46)] 

By order of the Secretary of War : 

Official: DWIGHT D. EISENHOWER 

EDWARD F. WITSELL Chief of Staff 

Major General 
The Adjutant General 



Distribution : 

AAF (2) ; AGF (2) ; ASF (2) ; T (Att Eng) (10) ; Dept (Att Eng) (5) ; 
Base Comd (10); Def Comd (Att Eng) (10); AAF Comd (10); HD 
(Att Eng) (5) ; S Div ASF (1) ; Tech Sv (2) except OCE (75) ; SvC 
(Att Eng) (10); FC (Att Post Eng) (5); Class III Instls (Att Post 
E «g) ( 5 ) i PE (Att Eng) (5) ; Sub-PE (Att Eng) (5) ; Ars (Att Post 
Eng) (5); Dep (Att Eng) (5); Dist 5 (OCE) (2); Div Eng (CE) 
(10); GH (Att Post Eng) (5); RH (Att Post Eng) (5); CH (Att 
Post Eng) (5) ; Tng C (ASF) (5) ; Rehab C (Att Eng) (5) ; PW Cp 
(Att Post Eng) (5) ; D (Eng) (2) ; Bn (Overseas only) (Eng) (2). 

Refer to FM 21-6 for explanation of distribution formula. 






Digitized bj 



Google 



Original from 

UNIVERSITY OF CALIFORNIA 




I APR 44 



TM 5—601 



U/'S 



★ ★ 



FOREWORD 



Changes to this manual will be supplied on a page basis, and will be published 
as required. As change pages are received, they will be inserted in their proper 
places, and the replaced pages destroyed. Pages which represent changes will 
bear the number and date of the change. 

Paragraphs are numbered consecutively throughout the manual. Paragraphs 
bearing decimal suffixes indicate newly added material; for example, paragraph 
33.1 represents the first main paragraph following paragraph 33. 

Pages are numbered consecutively throughout the manual. If additional pages 
are required within the manual, the added pages will be identified by alphabetical 
suffixes “A,” “B,” “C,” etc. For example, if a new page is added between 24 and 
25, the new page will be numbered 24A. Additional pages in the same place will 
be numbered 24B, 24C, etc. 
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SECTION I 
GENERAL 



1. Purpose and Scope 

This manual prescribes uniform procedures for ac- 
counting for and recording the acquisition, pur- 
chase, receipt, issue, and disposition of repairs and 
utilities real property, installed property, and sup- 
plies. It also contains sections on repairs and util- 
ities stock control, excess supplies, and warehousing. 
The system outlined in this manual is designed to 
enable the post engineer to maintain the control over 
property prescribed in War Department directives, 
to have available at all times the information re- 
quired to perform his functions effectively, and to 
furnish the necessary data required to maintain cost 
accounting in accordance with TM 5-602. 

2. Accountability 

There are three classes of military establishment 
property : real property, installed property, and 
supplies. (See AR 35-6520.) Repairs and utilities 
property consists of all real property at a post and 
those items of installed property and supplies nor- 
mally associated with repairs and utilities activities. 
This manual contains specific accounting procedures 
for each group. The post engineer is accountable 
for all repairs and utilities property, whether it is 
acquired by purchase, by condemnation or lease, or 
by transfer from other agencies of the Government 
and whether it is paid for or not. If any such 
property is unaccounted for when discovered, the 
post engineer accounts for it on the appropriate 
repairs and utilities property accounts. (See 
AR 35-6520.) 

a. Property Records. Property records give in- 
formation used to determine unit cost or to indicate 
over-all work loads and units of physical plant. 

b. Cost Accounting. All property transactions 
must be coordinated with the repairs and utilities 

| cost accounting system to permit accurate reporting 
of cost as affected by^rsceipts, issues, and transfers 
of property 9 itize 3 ^ V^OOQlC 



3. Authority and Applicability 

Provisions of this manual are in accordance with 
current War Department directives and policies rela- 
tive to property accounting, stock control, supply 
procedure, and warehousing. (See AR 100-80 and 
35 — 6520.) The procedures prescribed in this manual 
apply to all class I, II, III, and IV installations in 
the continental United States and in oversea com- 
mands directed by the Secretary of War to re- 
establish property accounting. 

The provisons of TM 38-403, apply to repairs 
and utilities property accounting activities to the 
extent noted herein. TM 38-220, contains the basic 
War Department policy for stock control. 

4. Repairs and Utilities Supply 

The post engineer is the station supply officer for 
repairs and utilities supplies, which are normally 
stocked and issued according to local need and are 
not covered by published Tables of Allowances. If 
the post engineer is also engineer troop supply 
officer, the troop supply functions are entirely 
separate from the repairs and utilities responsibili- 
ties. Accounting for repairs and utilities property 
is one of the exceptions to current War Depart- 
ment directives permitting consolidation of stock 
record accounts. Do not combine repairs and util- 
ities property records with records of other 
property. 

5. Terms 

a. Real Property. Real property consists of 
lands and interest therein; rights-of-way; ease- 
ments, whether temporary or permanent ; leaseholds ; 
buildings; wharves; ferryslips; channels; seawalls; 
jetties ; piers ; docks ; miscellaneous structures ; 
roads ; walks ; parking areas ; aprons ; runways ; rail- 
roads; utility systems; and all improvements and 
appurtenances attached thereto and ordinarily con- 
sidered real estate. It does, ppt f jo|dude installed 
property as defined jin b below. 
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b. Installed Property. Repairs and utilities 
installed property is defined as nonexpendable items 
of equipment, apparatus, appliances, or fixtures such 
as furnaces, generators, pumps, and other items 
of class P supplies which have been placed in or 
attached to real property and which are incident to 
repairs and utilities functions. (See AR 100-80.) 

c. Supplies. Repairs and utilities supplies are 
raw materials, commodities, and manufactured ar- 
ticles which are procured, stored, and issued for 
repairs and utilities purposes and which have not 
become real property and which have not been in- 
stalled. 

(1) Classification for accounting purposes. For 
accounting purposes, repairs and utilities supplies 
are classified as follows : 

(a) Expendable supplies are those considered to 
lose their separate identity when in use. They are 
permanently incorporated in real property or other 
supplies in connecton with repairs and maintenance 
or are consumed in operation, manufacture, or con- 
struction activities. 

(b) Nonexpendable supplies are those not con- 
sumed in use and which ordinarily retain their 
identity during use. For repairs and utilities ac- 
counting purposes, nonexpendable supplies are sub- 
divided as follows : 

1. Class P supplies consist of nonexpendable 
items procured for installation in real property 
or in other nonexpendable supplies. Class P sup- 
plies installed in or attached to real property are 
carried on installed property records. 

2 . Class M supplies consist of items which 
are charged individually to a responsible person 
while in use because of the value, length of life 
under normal care, portability, mobility, or other 
pertinent reasons. They are charged on a memo- 
randum receipt. 

(2) Classifications for supply purposes. For 
supply purposes, repairs and utilities items are 
classified as follows : 

(a) Regulated items are items whose issue on in- 
dividual requisitions is closely supervised by chiefs 
of technical services to insure distribution to proper 
units and commands in accordance with War De- 
partment priorities. They are items which are ex- 
ceptionally scarce, costly, or of a highly technical 
or hazardous nature. SB 5-53 lists items which post 
engineers are not permitted to purchase locally. 
It also gives the procedure for submitting requisi- 
tions. 

( b ) l Service c^mn^apd ti$pt?act items are items 



whose procurement is controlled by the service com- 
mand engineer. The service command procures 
these items either by contract, purchase order, or 
from available excess stocks. In certain cases, the 
Chief of Engineers can make special procurement 
for shipment direct to service commands. The 
classification of items as service command contract 
items is made by the service command engineer, 
subject to approval by the Chief of Engineers. 

(3) Classifications for stock control purposes. 
For stock control purposes, repairs and utilities 
supplies are classified as follows: 

(a) Normal issue items are all items except those 
defined as standby or seasonal in ( b ) or (c) below. 

( b ) Seasonal items, such as stove parts and fer- 
tilizer, are those required in greater quantities at 
certain times of the year. Carry-overs should not 
be large except on items such as coal, which must 
be procured ahead of the season in which used. 

(c) Stand-by items are those which must always 
be on hand to safeguard health, to insure uninter- 
rupted operations of station facilities, or to prevent 
destruction of property. They include repair parts 
for obsolete equipment, parts which are difficult to 
obtain, and small quantities of various supplies re- 
quired occasionally but on which issue experience 
is variable. Such stocks must be held to minimum 
quantities of pertinent items. 

d. Nomenclature. The nomenclature of an 
item consists of the basic noun designation by which 
the item is commonly known followed by a complete 
description for positive identification. Current 
catalogs of standard engineer supplies are a guide 
to nomenclature for repairs and utilities property. 
The description includes, as applicable, the type, 
size, model, basic materials, special use, and name 
of manufacturer. For example, Pump is a basic 
noun designation while the description is centrifugal, 
single-stage, double-suction, split-case, base-mounted , 
3-inch discharge 100 gpm at 40-foot head, manufac- 
tured by Dayton Dozvd Co. powered by 5-hp Mil- 
waukee gasoline engine, V-belt drive . 

e. Shop Stock. Repairs and utilities shop stock 
consists of predetermined quantities of specified 
items of expendable supplies required for emer- 
gency use when warehouses are closed or required 
constantly for the work performed by the shop. 
These items are not model stock within the meaning 
of TM 38-403 or other directives pertaining to 
model stock. 

f. Depot. Depot, when applied to post engineer 

repairs and utilities activities^ refers to the service 
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command engineer. This applies to all instructions 
relative to control and disposition of repairs and 
utilities supplies. 

g. Station Control Level. The station control 
level is the maximum quantity of an item author- 
ized to be on hand or on order at any one time. 

h. Reorder Point. A reorder point is the supply 
level where procurement or replenishment begins. 
The reorder point is set as low as the availability 
of supply and replacement sources allows. 

i. Excess Property. Excess property includes — 

(1) Excess stocks, which are supplies in excess 
of the station stock level or disposal level author- 
ized for the installation. 

(2) Excess installed property, which is installed 
class P property in excess of the authorized require- 
ments for the equipment. Equipment installed in a 
building may become excess if the utilization of the 
building changes or the activity and purpose for 
which the equipment was installed change. 

6. Location of Property Records 

Repairs and utilities stock records, real property 
records, installed property records, cost records, 
and maps, plans, drawings, and specifications are 
all interdependent. They are an integral part of the 
post engineer’s administrative records and must be 
kept close together in the post engineer’s office. 

7. Standard Operating Procedure 

Post engineer organizations follow the standard 
operating procedure outlined in chart 1, which 
shows the flow of work orders and requisitions on 
the storekeeper. The post engineer can combine or 
expand when necessary to fit local conditions. No 
fundamental deviations are authorized. 



8. Voucher Register and File 

A single register of all vouchers pertaining to re- 
pairs and utilities property is maintained on WD 
AGO Form 10-140 (Register of Vouchers to the 
Stock Record Account). (See fig. 1.) Vouchers 
are registered within 24 hours of receipt. Vouchers 
pertaining to property of other technical services for 
which the post engineer has been assigned account- 
ability are registered on separate voucher registers 
and filed separately from those pertaining to re- 
pairs and utilities property. 



a. Registering. All documents from which 
property is picked up^droppedTrom, or transferred 
between the severa^jfltgjrr utilities property 



records are registered in the voucher register, except 
as follows: 

(1) WD AGO Forms 5-102 (Requisition on 
Storekeeper (short form)) and 5-103 (Requisition 
on Storekeeper (full sheet)) listing only expendable 
supplies issued for repairs and utilities purposes on 
the authority of an approved work order. Section 
VI gives the provisions for filing these forms. A 
file of related work orders is made available for 
examination by property auditors. 

(2) WD AGO Forms 446 (Property Issue Slip) 
and 447 (Property Tum-in Slip) used for issuing 
and returning property on memorandum receipt. 
Such transactions do not constitute a change in the 
accountability of the post engineer, nor involve a 
transfer between accountable records. Memoran- 
dum receipts for repairs and utilities items are not 
vouchered. 

b. Numbering. Vouchers are numbered serially, 
with a new series starting each fiscal year. Numbers 
are assigned in the single series sequence as vouchers 
are registered, regardless of whether they pertain 
to stock, real property, installed property, or un- 
serviceable property records or whether they are 
credit, debit, or inventory adjustment vouchers. 
Voucher numbers pertaining to an inventory are pre- 
fixed by the letter I. For example, the 1146th 
voucher, if pertaining to an inventory adjustment, 
would be recorded as I-1146. 

c. Posting. At the time of posting, the clerk 
indicates the following information on the voucher : 

(1) Date posted. 

(2) Record to which posted ; for example, posted 
to stock records. 

(3) Initials of posting clerk. 

d. Filing. Vouchers are filed in numerical 
sequence and secured in binders. Supporting papers 
are held to minimum essential requirements. Once 
filed, individual vouchers are not removed from the 
binders except for unusual cases. Normally, when 
information is required from an individual voucher, 
the entire binder is checked out. 



9. Property Forms 

a. All forms stocked in adjutant general depots 
are assigned AGO form numbers. Below is a list 
of repairs and utilities property forms which 
formerly had OCE, QMC, or Engineer Depart- 
ment numbers and now have AGO numbers. All 
forms with the old numbers may be used until 
existing stocks are exhausted, unless otherwise 
directed. The usej , pf , i(^aHy, ^pyised or the 
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FORM 



WORK OROER CLERK 



SHOP FOREMAN 



Work Order 
WD AGO 
For* 5-35 








H 22X&SP Hi 




-Prepares In triplicate 
-Forwards copies 1 and 2 
to shop forawan 
-Flies copy 3 1" suspansa 
flla 

-$ee Note A 




Work Order 



-Shop foreman Inspects and | 
assigns workman to Job 
Filas copy 1 In suspense 
fils 

Olvas copy 2 to workar 



Work Ordar 



tqulsltlon on] 
torekeeper 
) AGO Form 
5-102 
or 

& AGO For* 

5 - 10 $ 



Work Ordar |_ 

\Z Raq on 
Storekeeper 



FIU 4 



2 Work Ordar 



1 Raq on 
Storakaapar 



Inspacts for cowpletlon 

data 

|-WI thdraws copy 3 of work 
ordar fro* suspansa flla 
and Inserts conpletlon 

data 

|-FI 1 as copy 3 of work or- 
dar In conpleted work 
ordar flla In nwoerlcat 
ordar 

|- Forwards copy 1 of work 
ordar with copy 3 of re- 
quisitions attached to 
cost dork 



WORKER 



| Wo iHk^rdaJj 

-Takas copy 2 
to warehouse 
as authority 
to obtain 

Materials 



Work Order! 



STOREKEEPER 



Work Ordar 



-Upon presentation of 
work order, storakaapar] 
prepares requisition 
storakaapar, listing 
Materials raquastad for| 
Job 



| -Shop foreMsn Inspects re- 
quisitions to ascertain 
that Materials drawn wars 
applicable to Job and that 
all requisitions are 
attached 

-Enters cowplatlon data and 
Initials copy 1 of work 
order. 

Copies requisition nuMbers 
to reverse of copy 1 of 

work order. 

-Attaches copy 3 of requisi- 
tion to copy 1 of work or- 
dar and forwards to work 
order clerk 
> F1 1 as copy 2 of work ordar 



-Returns copy 
2 of work 
ordar and 
trip! I cate 
copies of 
requisitions 
to shop fore-| 
nan upon 
compI atlon 
of work 



fl Roq on 
Sto rokeepor^ 



-Prepares requisition (a 
trlpl Icate 

-Notes requisition nu*ber 
on reverse side of copy 
2 of work order 

-Delivers copy 3 of requi- 
sition to worker drawing 
naterl al s 

-Forwards copies 1 and 2 
to stock clerk 



Chart 1. Standard operating procedure jor issuing supplies and processing work orders. 
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FOR ISSUE OF SUPPLIES AND 
PROCESSING OF WORK ORDERS 



cum 1 



STOCK RECORD CLERK 



COST CLERK 



INSTALLED 

PROPERTY 

CLERK 



REAL PROPERTY CLERK 



PROPERTY 

VOUCHER 

FILE 



c. 



•E 



Fit* 

4 



1 Req on 
Storekeeper 



mmmmmmmm 2 Req on ~1 

1 Storekeeper! r- • 

mm m m 1 Raq on . 

ta«SjSf5SiS 

Fll* -Sort* r*qul *1 1 Ion _*..*. ta ... 



NOTES 

If job it one for which Individual coat lodger 
sheet ia Maintained an identifying coat code 
number is obtained from the coat section* 

When Class "P" supplies are listed on the requi- 
sition the form is assigned a voucher number 
from the property voucher register* The voucher 
number is posted to stock record card is lieu of 
the requisition serial number. 

A simple memorandum showing only the requisition 
serial number and the assigned voucher number is 
Inserted in the numerical file of original requi. 
si t ions to indicate location of requisition 
filed in voucher file. 



•Posts to Stock Record Cards 
sad mikes posting notation on 
copy 1 
•See Note B 

-Enters cost data on requisi- 
tion 

-Forwards copy 2 to cost sec- 
tion 

•Files requisitions listing 
only expendable property In 
numerical order 
See Note C 

Forwards requisitions listing 
Class property to In- 
stalled property clerk 



Sorts requisition 
by account code 
Summarizes cost 
by account code 
Files by account 
code 



E 



Work Orderl 



3 Req on 
Storekeeper 






•Inspects for ap 
proprlateness of 
cost code as- 
signed 

-Forwards to real 
property clerk 



-Posts to In- 
stalled pro 
perty re- 
cords by 
voucher num- 
ber 

-Forwards copyl 
1 of requlsl-j 
tton to pro- 
party voucher] 
file 




-Reviews and determines whether 
posting to real property records 
Is necessary 

•If posting Is necessary prepares 
copy 4 of work order, assigns 
voucher number, and posts to per- 
tinent real property record 
Forwards copy 4 to voucher file 
Files copy 1 of work order and 
copy j of requisitions by code 
account and building number 



1 - 
Storekeeper 



on I 
eeper| 



►Flit 



Work Orderl 



Ipm* 



Filed by 
voucher No 



Chart 1. Standard operating procedure for issuing supplies and processing work orders— Continued. 
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) adaptation of other forms, as substitutes for the 
standard forms prescribed in this manual is not 
authorized. These forms are requisitioned through 
the post publications officer from the service com- 
mand adjutant general or air technical service com- 
mand depots. WD AGO Form 5-48 (old OCE 
Form 433) has been replaced by WD AGO Form 

66i. 



Old form No. 


New AGO 
form No. 


Title 


OCE 289 


5-35 


Repairs and utilities 
work order. 


OCE 432 


5-47 


Real property record, 
buildings and struc- 
tures 


OCE 434 


5-49 


Real property record, 
miscellaneous struc- 
tures 


OCE 435 


5-50 


Real property record, 
land 


OCE 436 


5-51 


Real property record, 
roads, walks, park- 
ing areas, aprons and 
runways, railroads, 
etc. 


OCE 437 


5-52 


Real property record, 
utility distribution 
systems 


None 


5-65 


R & U excess property 
report 


ENG 3 

(Costs) 


5-102 


Requisition on store- 
keeper (short form) 


ENG3A 

(Costs) 


5 -I0 3 


Requisition on store- 
keeper (full sheet) 


ENG 5 
( Costs) 


5 -I °4 


Stock record card 


None 


5-IO" 


Bin card 


None 


5-108 


Stock locator card 


QMC 431 


10-113 


Receiving report 


QMC480 


. 10-140 


Register of vouchers to 
stock record account 


WD AGO 5-48 
(OCE 433) 


661 


Installed property record 
card 



b . The WD AGO forms in the “R” series listed 
below (figs. 19, 20, and 34) may be reproduced 
locally. The number, date, and title will appear on 
all reproductions. 

WD AGO F^rm^-5374 



WD AGO Form R-5375 
WD AGO Form R-5376 

10. Auditing Property Records 

Repairs and utilities property accounts are subject 
to formal audit (AR 35-6740 and TM 14-1010) to 
determine whether the account has been maintained 
according to prescribed procedures. 

a. The property auditor determines the number 
and date of the last voucher and requisition on store- 
keeper to be included in the audit. He also selects 
the items for inventory, obtains the stock record 
balances, requests the post engineer to skip one line 
on all stock record cards until completion of the 
audit. 

b. When postings are made to stock record cards 
before completion of the audit, the stock clerk enters 
the word audit in the reference column on the next 
blank line of these cards and continues postings on 
the following line 

1 1 . Disposition of Obsolete Property Ac- 
counting Records 

a. Stock Records. Stock records and all sup- 
porting papers and vouchers are disposed of in ac- 
cordance with AR 35-6700 and 15-15. 

(1) After a certificate of audit indicating clear- 
ance of a property account is issued, the property 
records included within the period of the audit may 
be withdrawn from the active files and placed in a 
dead file. (See TM 12-259.) Only completed or 
obsolete stock record cards are removed from the ac- 
tive file after audit and clearance. 

(2) When a post, camp, or station is abandoned, 
the repairs and utilities property account is audited, 
a certificate of audit indicating clearance is issued, 
and records are forwarded to the appropriate records 
depot for action. (See AR 35-6700.) 

b. Real Property and Installed Property 
Records. The original real property and installed 
property records, including maps, drawings, speci- 
fications, and real and installed property record cards 
are not disposed of at the post. These records do not 
become obsolete as long as the real property exists. 
The records are preserved for transfer to the Corps 
of Engineers when the station becomes surplus. 
Vouchers supporting postings to real and installed 
property record cards are disposed of according to 
a above. 
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SECTION II 

ACQUISITION AND RECEIPT OF PROPERTY 



1 2. Acquisition of Real Property 

Repairs and utilities real property is acquired 
through transfer of new construction from resident 
and district engineers ; transfer from division en- 
gineers when obtained by purchase, condemnation 
proceedings or lease ; construction accomplished by 
the post engineer ; and construction accomplished by 
other agencies, jurisdiction to which is transferred 
to or vested in the War Department. 

13. Transfer of New Construction from Resi- 
dent and District Engineers 

In accordance with AR 100-70, ENG Forms 290, 
290A, 290B, 290C, and 290D (available only 
through Corps of Engineers channels) are used by 
resident engineers to transfer all military construc- 
tion accomplished by the Corps of Engineers, except 
seacoast fortifications. Resident engineer prepares 
the forms in accordance with instructions issued by 
the Chief of Engineers. (See fig. 2.) The resident 
engineer and the post commander, or his designated 
representative, on written notice from the resident 
engineer that construction comprising all or any 
portion of a job is ready for use, conduct a joint 
inspection of the facilities or structures to be trans- 
ferred. 

a. Transfer of Structures with Deficien- 
cies. Deficiencies in construction work or lack of 
specified items of equipment do not delay the trans- 
fer but are listed on the reverse side of the trans- 
fer forms. The post commander accepts the con- 
struction on certification by the resident engineer 
that it is completed in accordance with plans and 
specifications (AR 100-70), with the exception of 
the deficiencies recorded on the reverse side of the 
transfer forms. While it is normally the resident 
engineer’s responsibility to enforce completion of 
work under contract, the direction of the correction 
of listed deficiencies may be determined locally by 
written agreement between the resident engineer and 
the post engineer, approved by the post commander. 

b. Transfer of Seacoast Fortifications. The 
district engineer tfa^fers ^eacoast fortifications con- 



struction to defense commanders in accordance with 
AR 100-20. The post engineer is accountable for 
only the real property involved. The artillery en- 
gineer is accountable for the installed fortifications 
elements. The district engineer forwards an ac- 
complished ENG Form 290E (SECRET) with a 
copy of the letter of acceptance from the defense 
commander to the post engineer, who files a copy of 
the letter, which lists any deficiencies in the accepted 
construction work. The direction of the correction 
of deficiencies may be determined locally by written 
agreement between the district engineer and the post 
engineer, approved by the defense commander. 
Handle ENG Form 290E in accordance with AR 
380-5 and file a copy of the letter of acceptance in 
the voucher file. 

c. Preparation and use of Record Cards and 
Shipping Documents. The resident engineer pre- 
pares real property record cards in duplicate in ac- 
cordance with instructions contained in section IV. 
He delivers original copies of these cards to the 
post engineer along with accomplished ENG Forms 
290. He transfers all supplies comprising a residue 
from construction activities that are turned over to 
the post engineer on War Department shipping 
documents. 

d. Transfer of Construction Data and Items. 
The resident or district engineer transfers to the 
post engineer all maps, drawings, and specifications: 
keys to doors, special inclosures, water valves, and 
fire hydrants ; leases ; contracts ; guarantees given 
by the contractor, subcontractor, or material ven- 
dors; manufacturers’ catalogs; and other pertinent 
data. The post engineer keeps these available for 
ready use and reference in the operation and main- 
tenance or disposal of the facility. 

e. Assignment of Voucher Number. The post 
engineer assigns a voucher number to the ENG 
Forms 290 covering the transfer of construction. He 
places the date, voucher number, and notation for 
transfer of real property listed above on the next 
blank line of each real property record card received 
from the resident engineer, item 
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Bqc form e 00a 
6-43 



UTILITY SYSTEMS 



TRANSFER OF 
REV CONSTRUCTION 



V / - S7X 

Post Fbrt School. TlrglirfA 
Date jtay 28, 1943 
fiirUl MO. 3 
Job Vo. 



T-a 



(1) 

FEATURE 


<2 

BASE 


DATA 


(8) 


(4) 

TYPE OR REMARKS 


UMIT 


QUANTITY 


DRAWING NO. 


WATER SYSTEM 










uaier Mains 


Lin. Ft„ 


4455* 


6946 - 150 Sht 1 




water Service Lines 


Lin. Ft. 


1465* 




D“ - 790' 


water Punping stations 


1000 gals. /day 






(2* - 435* 


water Filtration Plant 


1000 gals. /day 






C3/4" - 246* 












SEWER SYSTEM 


. 








Sanitary Sewer Mains 


Lin. Ft. 




4q AJtaxLs Jus&mja 


F 


Sanitary House Laterals 


Lin. Ft. 






7 


Storm sewer Lines 


Lin. Ft. 


4//fT» 


— * 




Sewage Pumping Statlohs 


1 000 gals. /day 




IT 




Sewage Treatnent Plant 


1000 gals. /day 














j 




ELECTRIC SYSTEM ”] 










Generating Plant 


KVA Capacity 








' Overhead Dlstr. Lines 


Lin. Ft. 


215* 


6946 - 106 Sht LA 


^Service drona i 1 wire A) . 


Overhead Services 


No. 


22 




(mod #8 - 160 1 


Underground Dlstr. Lines 


Lin. Ft. 








Underground services 


No. 








Ext. Lighting System 


No. Lights 








Dlstr. Line Transformers 


KVA 








SuP-stat 1 on 


No. Feeders 








Transmission Lines 


Lin. Ft. 


















GAS DISTRIBUTION 


Lin. Ft. 









TRANSFER OF 







Digitized by 



Figure 2, Transfer of new construction forms . 
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14. Transfer of Property From Division Engi- 
neers When Acquired by Purchase or 
Condemnation Proceedings 

The division engineer uses ENG forms 290 and 
real property record cards in transferring real 
property acquired hy purchase or condemnation pro- 
ceedings. He forwards the original copy of each 
form to the post engineer on acceptance of the real 
property with proper notations on the cards to dis- 
tinguish improvements or alterations performed by 
the division engineer from property acquired by pur- 
chase or condemnation proceedings, 

15. Transfer of Leased Property 

When transferring leased property or property ac- 
quired on leasehold basis in condemnation proceed- 
ings to the using service, the division engineer fur- 
nishes a copy of the lease or copy of the leasehold 
judgment together with ENG Form 290 listing 
the alterations made by the Government. The di- 
vision engineer prepares WD AGO Forms 5-47 
(Real Property Record, Buildings and structures) ; 
5-49 (Real Property Record, Miscellaneous Struc- 
tures) ; 5-50 (Real Property, Land) ; 5-51 (Real 
Property Record, Roads, Walks, Parking Areas, 
Aprons and Runways, Railroads, etc.) and 5-52 
(Real Property Record, Utility Distribution Sys- 
tems) and forwards them to the post engineer on 
acceptance of the real property. Separate entries on 
the cards distinguish improvements or alterations 
performed by the division engineer from leased 
property in its original condition. 

16. Construction Accomplished by Post 
Engineers 

Post engineers normally accomplish new work 
either from ESA new construction funds when act- 
ing as resident engineers under construction direc- 
tives or from ESA repairs and utilities funds avail- 
able locally. 

a. Construction by Contract. The post en- 
gineer records construction of new units or changes 
to real property by contract on real property records 
by preparing appropriate ENG Forms 290. He 
prepares one copy of the form and certifies it as the 
constructing engineer. The work is accepted by 
the post commander. The form is then vouchered, 
posted to the real property records, and filed in the 
voucher file. Additional copies required by the dis- 
trict, division, or service command engineer are 
furnished on rec^esO Q 1C 



b . Construction by Purchase and Hire. The 
post engineer records construction or changes ac- 
complished by purchase and hire on the real prop- 
erty records from a vouchered copy of WD AGO 
Form 5-35 (Repairs and Utilities Work Order). 

c. File of Construction Data. The post engi- 
neer files all maps, drawings, specifications, and I 
other necessary data for construction which he ac- 
complishes and prepares real property record cards ' 
to cover such construction. 

1 7. Real Property of Other Agencies 

Titles to buildings owned by contractors, resident 
engineers, officers’ clubs, and service organizations 
may be transferred to the government on ENG 
Forms 290. Buildings or structures of this type 
abandoned on the post are picked upon the post 
engineer’s real property records on an ENG Form 
290, marked found on post . Such action is re- 
ported to the division engineer for necessary action 
in procuring a quit claim deed from the owner to 
perfect the government’s title to such buildings. 

18. Acquisition of Installed Property 

The post engineer acquires repairs and utilities in- { 
stalled property with real property in the transfer 
of new construction from resident and district 
engineers; with the transfer of purchased, con- 
demned, or leased property from the division engi- 
neer ; by installation of class P supplies by the post 
engineer ; or by installation by other agencies where 
jurisdiction is transferred to or vested in the War 
Department. 

19. Transfer From Resident Engineers 

The resident engineer transfers class P supplies and 
real property to the using service on ENG Form 290 
and prepares WD AGO Forms 661 (Installed 
Property Record Card) listing all installed class P 
supplies in duplicate in the manner prescribed in 
section V. He delivers the original copy of each card 
to the post engineer along with the accomplished 
ENG Forms 290. The post engineer assigns a 
voucher number to the forms and enters the date, 
voucher number, and notation for trattsfer of non- 
expendable supplies listed above on the next blank 
line of each Form 661 received. Nonexpendable 
items which are the responsibility of other technical 
services are listed on separate Forms 661, and trans- 
ferred by the resident engineer directly to the ap- | 
propriate account on a War Department Shipping 

Document (WDSD), 0li * 
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20. Purchased or Condemned Property 

The transfer of all class P items installed in real 
property which is purchased or condemned by the 
division engineer is handled in a manner similar to 
that prescribed in paragraph 19. Property installed 
by the division engineer is distinguished by appro- 
priate notation on the card from the property ac- 
quired by the purchase or condemnation proceedings. 

2 I . Leased Property 

The division engineer lists all class P items installed 
in leased real property on WD AGO Forms 661 and 
transfers the forms to the post engineer, along with 
a copy of the lease for the real property. If the 
lease contains a complete list of the lessor's installed 
property, Forms 661 are unnecessary. The division 
engineer lists government-owned nonexpendable 
items on Forms 661, distinguishes them from the 
leased equipment, and transfers them to the post 
engineer on ENG Form 290 with the other gov- 
ernment improvements and alterations. 

22. Posting Supplies Installed by Post 
Engineer 

The posting clerk posts class P supplies installed by 
the post engineer to the installed property records 
from a vouchered copy of the WD AGO Form 5- 
1 02. The notation posted to the installed property 
records, the date, and initials of the posting clerk 
are written on the document. When class P supplies 
are received for immediate installation, the clerk 
makes the posting directly to the installed property 
records from the vouchered copy of the receiving 
document, without making a posting to a stock rec- 
ord card. The notation posted to the installed prop- 
erty records, the date, work order number, building 
number, cost account code number, and initials of 
the posting clerk are written on the receiving docu- 
ment. 

23. Procurement of Supplies 

Repairs and utilities supplies required at a station 
are procured either by requisitioning the items from 
centrally purchased stocks or stocks of excess sup- 
plies, or by purchasing the items with ESA funds 
available locally. 

a. Supplies to be Requisitioned, (i) Sup- 
plies currently designated as regulated, or as a serv 
ice command contract item are not purchased locally 
without the approval of the Chief of Engineers or 
the service command engineer, as appropriate. Lists 
oi regulated repairs and utilities items are published 
periodically |>y the(Ch^eij; e£>f^meers. Lists of 



service command contract items and excess items 
are published periodically by the service command 
engineer. 

(2) Supplies whose storage and issue responsi- 
bility are assigned to services other than the Corps 
of Engineers (AR 850-25 and Appendix I, 
WDPR). 

(3) Excess supplies held for redistribution by the 
service command engineer. 

b . Supplies Purchased Locally. Items re- 
quired for repairs and utilities activities whose pur- 
chase is not prohibited in a above may be purchased 
locally, subject to the restrictions set forth below. 

(1) Established station control levels and inven- 
tory control values must not be exceeded except 
when procurement in standard package lots is neces- 
sary. This limitation does not apply to procurement 
for approved new construction or maintenance proj- 
ects. 

(2) Subject to current restrictions on specific 
items, post commanders are authorized to approve 
the purchase of items of repairs and utilities equip- 
ment if the cost of any one individual unit does not 
exceed $1,000. To purchase a unit whose cost ex- 
ceeds $1,000 the post commander submits the re- 
quest for approval on a WD AGO Form 5-25 (In- 
dividual Project Estimate — Repairs and Utilities) in 
the same channels prescribed for submitting proj- 
ects. 

(3) In cases of extreme emergency, post com- 
manders may authorize local purchase of minimum 
essential requirements of regulated or service com- 
mand contract items for repairs and utilities work. 
When items are so procured, a notation is made on 
the purchase order or contract stating that the items 
are required for an emergency. The post com- 
mander forwards a copy of this document to the 
service or air force command concerned, with com- 
plete justification. For regulated items, the com- 
mand forwards the case to the Chief of Engineers. 

24. Requisitioning Repairs and Utilities 
Supplies 

The post engineer prepares requisitions, WD AGO 
Form 445 (Requisition) in quadruplicate, retaining 
copy 4 in the repairs and utilities suspense file at the 
station and forwarding copies 1, 2, and 3 to the 
commanding general of the service command, at- 
tention service command engineer, except as noted 
in e below. The service command carefully edits 
all requisitions received, coordinates them with other 
technical services when necessary, and, if approved, 

takes action noted in a , b, <f?W r d below. 

UNIVERSITY OF CALIFORNIA 




TM 5-601 



I APR 46 



REQUISITION AND RECEIPT OF REPAIRS AND UTILITIES SUPPLIES 
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Chart 2 . Requisition and receipt of repairs and utilities supplies from the serznee command engineer. 
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from THE SERVICE COMMAND ENGINEER 
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Chart 2. Requisition and receipt of repairs and utilities supplies from the sendee command engineer Continued. 
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a. Regulated Items. Copies i and 2 are for- 
warded to the Chief of Engineers with recommen- 
dations and approval. If the supply is approved by 
the Chief of Engineers, a copy of the shipping order 
directing supply is forwarded to the station. Copy 
3 is filed in the service command. 

b. Other Items Listed in SB 5-53. Copies 1 
and 2 are forwarded to the appropriate key or dis- 
tribution depot with the notation of approval for 
supply. Copy 3 is filed in the service command. 

c. Service Command Contract Items. Copies 
1 and 2 are forwarded to the service command ware- 
house with notation of approval for supply. Copy 
3 is filed in the service command. 

d. Excess Items. Copies 1 and 2 or appropriate 
shipping instructions are forwarded to the station 
holding the excess, directing that shipment be made. 
If the excess supply is exhausted, local purchase of 
the items is authorized. 

e . Miscellaneous Requisitioning Procedures. 

(1) Office supplies are requisitioned directly from 
the post quartermaster without reference to a higher 
supply echelon. 

(2) Dry-cell batteries are requisitioned directly 
from the post signal officer without reference to a 
higher supply echelon. 

(3) Gas masks and canisters are requisitioned 
through the service command engineer who, on ap- 
proval, transmits the requisition to chemical warfare 
service depots. 

(4) Items of fire fighting clothing currently 
stocked by quartermaster depots are requisitioned 
through the service command engineer, who, on ap- 
proval, forwards the requisition to the service com- 
mand quartermaster for necessary supply action. 

(5) Coal requirements are submitted annually on 
WD AGO Form 10-2 11 (Requisition for Coal or 
Coke for fiscal year). 

(6) Tires are requisitioned from the local ord- 
nance officer without reference to a higher supply 
echelon. 

(7) Bulk quantities of petroleum products to be 

stored by the post engineer are requisitioned on the 
post quartermaster and on receipt are accounted for 
on WD AGO Form 5-104 (Stock Record Card) by 
vouchering the property issue slip from the quarter- 
master. Small quantities which are placed directly 
in the equipment are not accounted for on the stock 
records of the post engineer but the copy of the 
delivery ticket jfpyih had j|he cost section. 



25. Preparation of Requisitions j 

A complete requisition (WD AGO Form 445) ex - 1 
pedites the supply of the items requested. (See ' 
fig. 3*) Separate requisitions are prepared for regu- 
lated items, service command contract items, excess 
items, supplies required in case of emergency, and I 
supplies that require special authorization or are 
difficult to purchase locally. 

a . Procedure for Preparing Requisitions. 
Complete all columns of requisition. Show all re- 
quired information directly on requisition. Do not 
send covering letters with requisition. 

(1) Describe each item of standard stock under 
headings stock number and nomenclature, using 
ASF Catalog ENG 5 as a guide. To describe each 
item of nonstandard stock, use lists published by 
service command or trade catalogs used in commer- 
cial transactions. When advisable, attach drawing 
or sketch. 

! 

(2) Establish temporary station control levels, 
based on estimated requirements, when items are 
ordered that have not previously been carried in 
stock. Post temporary level and due-in data on stock 
record card established for item. Place control level 
of zero on requisitions for items required for imme- | 
diate consumption or installation when items are not 
stocked at station. 

(3) Show exact shipping instructions including 
proper railhead on ship-to line. 

(4) Number requisitions consecutively in single 
series, starting a new series at beginning of each 
fiscal year. The number consists of the station num- 
ber assigned by the War Department Fiscal Code 
and the serial number of the requisition. There are 
no letter designations. For example 23-037-326 
indicates the 326th requisition issued this fiscal year 
by the repairs and utilities supply officer at station 
No. 23-037 (Ft. Leonard Wood). 

(5) Sign only original copy of requisition and in- 
dicate stock record account number assigned by 
service command fiscal director. 

b . Submitting and Justifying Requisitions. 

( 1 ) Submit requisitions in accordance with sched- 
ules established by service command engineer. 

(2) Base replenishment requisitions on estab- 

lished control levels and reorder points. Requisition 
supplies in standard package lots when practicable. 
The justification of replenishment requisitions is— 
Basis: replenishment of authorized stock. | 

(3) Limit quantities of items considered as due 

out to those required for projects already authorized 
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REQUISITION 



Commanding General, Third Service Command, Attn: SvC Engr. 
101 E. Fayette Street, Baltimore 2, Maryland 



Tn Transportation Officer 

For Post Engineer. Fort School, Virginia 




42-6028.300.100 Nail, wire, steel 
FS FF-N-101 comnon, 
class 11A, bright, 10d. 

63-7840.321.010 Stove, heating, space, 
barrack type. Army QMC 
No 327 Lennox, coal fire 



Basis: Replenishment of authorized stock. 



Items 1 and 2 available from service coi 
excess list No 18. 



Item 1 - the 400 Its due out is required f< 
accomplishment of alteration to building 
T749 approved by post connander 2/1 3/45 an 
authorised by local work order No 2487N. 



The Action Symbol Column la for Depot Um Only 



wo mo FORM AAK 

1 MAT IIUW 

CTbSa form np«Md« W. D„ A. O. O. Form Na 445,6 Angst 
1*0, vhtah wffl not b# owl after netfpt at tbit raTWooJ 




M-HOMM •• •- 
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Figure 3 . Requisition for repairs and utilities supplies . 
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PURCHASE REQUEST AND COMMITMENT FORM 



STATION NAME 

Fort School. Virginia 



TO: PURCHASING ANO CONTRACTING OFFICER 



THRU 



3ic/45 



CONTRACT PURCHASE ORDER 
OR DELIVERY ORDER NUMBER 



Post Engineer Building T937 



IT IS REQUESTED THAT THE SUPPLIES AND SERVICES ENUMERATED BELOW. OR IN ATTACHED LIST. BE 



PURCHASED FOR 

Post Engineer 


FOR DELIVERY TO 

Warehouse 1089 


ITEM 


DESCRIPTION OF MATERIAL OR SERVICES TO BE PURCHASED 


QUANTITY 


UNIT 



Bolts Stove F3 FF-B-571, steel HCTS, round 
head, square nut diameter x 3* long, 20 
threads per inch. 

Staple] wire, fence FS FF-k-101 Type D, 

Class 4, steel, galvanised 1 Mo 9. 

Mailt wire steel FS FF-N-101 cannon, class 11A 
bright lOd. 




ESTIMATED ESTIMATED 



$ .01 $ 3.60 



lb .04 



I CERTIFY THAT THE FOREGOING ITEMS ARE REQUIRED NOT LATER THAN AS INDICATED ABOVE FOR THE FOLLOWING PURPOSE: 

Replenishment of Authorised Stock 

DATE TYPED NAME AND GRADE OF INITIATING OFFICER SIGNATURE 

3A</45 J * ^^Capt., CS C. -JL' ^ 



THE SUPPLIES AND SERVICES LISTED ABOVE CANNOT BE SECURED THROUGH NORMAL SUPPLY CHANNELS OR OTHER ARMY SUPtfcY SOURCES IN THE IMMEDIATE 
VICINITY. AND THEIR PROCUREMENT WILL NOT VIOLATE EXISTING REGULATIONS PERTAINING TO LOCAL PURCHASES FOR STOCK; THEREFORE. LOCAL PROCURE- 
MENT IS NECESSARY FOR THE FOLLOWING REASON: 

[T1 LOCAL PURCHASES AUTHORIZED AS THENQRMAL MEANS . I 1 REQUISITIONING DISCLOSES NON-AVAILABILITY OF ITEMS 

l =- J OF SUPPLY FOR THE FOREGOING BY TW rH dBITLCB 1 1 AND LOCAL PURCHASE IS AUTHORIZED BY 

Coimand Bulletin No. 426 

I certify that the supplies listed hereon or suitable substitutes are not available 
from central supply sources or from current service conoand excess lists 

I 1 EMERGENCY SITUATION PRECLUDES USE OF REQUISITION CHANNELS FOR SECURING ITEM. 



TYPED NAME AND GRADE OF SUPPLY OFFICER 

4. L. Ness 

Lt* Col 






I CERTIFY THAT THE SUPPLIES AND SERVICES LISTED ABOVE ARE PROPERLY CHARGEABLE TO THE FOLLOWING ALLOTMENTS. THE^VAILABLE BALANCES OF WHICH 
ARE SUFFICIENT TO COVER THE COST THEREOF. AND FUNDS HAVE BEEN COMMITTED. 



APPROPRIATION SYMBOL 




ALLOTMENT NUMBER 



TYPED NAME AND GRADE OF FISCAL DIRECTOR 



PROJECT AND OBJECT 



APPROVED. BY COMMANDING OFFICER OR HIS DESI 



TYPED NAME AND GRADE SIGNATURE 



ORIGINAL- RETURN TO PURCHASING AND CONTRACTING OFFICER 



& u. a. eovtaanuT mintiu* am ca II tflU -1 
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Figure 4 , Purchase request Mid commitment form* 

n Original from 
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by post commanders or higher authority to be ac- 
complished in the succeeding 60 days. 

(4) When requisitioning items which are out of 
proportion to station control levels, show complete 
basis and justification for requisition. Such state- 
ments include number of items in use, housing capac- 
ity, published Tables of Allowances, construction 
directives, necessity of proposed work, original in- 
stallation or replacements, and the like. 

(5) Do not duplicate items which are still in an 
open status (unfilled) on subsequent requisitions. 

c. Forwarding at Class III Station. The post 
engineer forwards requisitions from class III in- 
stallations for repairs and utilities items procured, 
stored, and issued by the Army Service Forces or 
available from excess stocks to the appropriate serv- 
ice command. The service command engineer for- 
wards requisitions for items in any category which 
he has not approved or requisitions for items of 
excess stock no longer available to the appropriate 
air force or air force command, setting forth the 



reasons and recommendations. He also forwards 
requisitions for items which are individual in de- 
mand or justification and for which no policy or pro- 
cedure relating to requirements has been established 
through the air force or command concerned and the 
Commanding General, Army Air Forces, to the 
Chief of Engineers. 

26. Local Purchase of Repairs and Utilities 
Supplies 

a. Forms Required. Repairs and utilities sup- 
plies authorized for local purchase are procured as 
outlined below. This procedure applies whether or 
not the post engineer is the purchasing and contract- 
ing officer. 

(1) Post engineer lists items required on a 
WD AGO Form 14-115 (Purchase Request and 
Commitment Form), prepared in triplicate, and for- 
wards copies 1 and 2 to purchasing and contracting 
officer. Purchasing and contracting officer estimates 
and enters on the form the cost of items listed and 



LOCAL PURCHASE PROCEDURE 
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Chart 3. Local purchase procedure , 
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' forwards both copies to fiscal officer. Fiscal officer 
enters fiscal accounting classification data and cer- 
tifies availability of funds as described in TM38--403. 
Fiscal officer returns completed original copy to pur- 
chasing and contracting officer. 

(2) Upon receipt of copy I, certified by the fiscal 
officer, the purchasing and contracting officer for re- 
pairs and utilities supplies prepares and processes a 
purchase order WDForm 383 (Purchase Order or 
Delivery Order and Voucher for Purchases and 
Services Other than Personal). He processes va- 
rious copies as illustrated in chart 3. 

(3) The repairs and utilities property section 
completes copies 3 and 4 in accordance with instruc- 
tions noted in chart 3 and figure 5. 

b. Certification by Post Engineer. The post 
engineer certifies purchase request and commitment 
forms except for emergency procurement by check- 
ing appropriate spaces on the form. He certifies 
procurment documents for emergency requirements 
of prohibited items as follows : I certify that the 

items listed hereon are required to meet an emer- 
gency, are not available through normal channels 
within the time required , and definite demonstrative 

| damage would result at ( building , utility system, or 
other location of emergency) if such items are not 
purchased immediately. 

27. Recording Orders for Supplies 

In procurement of repairs and utilities supplies, the 
date of the order, the number of requisition, purchase 
order, or purchase request (as req. 250, PO 2314, or 
PR 106) ; and the quantity ordered are entered in 
the due-in due-out section of the stock record card 
except for items not normally stocked at the post, 
which are to be issued for consumption or installa- 
tion immediately upon receipt. As materials on 
order are received, appropriate notation of quanti- 
ties received and balances due is made in received 
balance columns in addition to the property 
accounting information posted from the voucher. 

28. Receipt of Requisitioned Supplies 

The post engineer or his duly authorized assistant is 
accountable for supplies from the time they are re- 
ceived and tallied in (inchecker’s date) until they 
are issued for consumption or accountability, or 
otherwise officially transferred. Repairs and utilities 
supplies are received and processed as follows: 

^ a . Receipts From War Department Installa- 

tions. Shipments from"' depot^ service command 
warehouses, or from ottrer sta®ms are received on 



War Department shipping documents processed in 
accordance with chart 2 and figure 6. (See TM 
38-403 for more details.) In shipment of engineer 
supplies the, unit cube and total cube columns of 
WD AGO Form 450-5-C (War Department Ship- 
ping Document (Property Copy Complete)) are 
changed to unit cost and total cost, respectively. 

( 1 ) The officer shipping the supplies indicates the 
unit price as recorded on his stock records. 

(2) The receiving officer picks up the supplies at 
the unit cost indicated unless the cost is unreasonably 
high or low and use of the data would distort inven- 
tory values. In that case, he picks up the items at 
the current unit cost or if no like items are in stock, 
at a fair estimate based on the market price. 

(3) When revised, the posting clerk lines out 
the costs on the shipping document, enters the re- 
vised figures directly above with the note corrected 
cost, and initials the document. 

(4) When supplies are transferred between two 
accountable officers and no common carrier is in- 
volved, two copies of the shipping document are 
prepared, one for the voucher files of each of the 
accountable officers besides order copies required for 
packing and checkers’ lists. 

b. Receipts From Vendors of Centrally Pur- 
chased Materials (TM 38-403). (1) Shipments 
received from vendors when accompanied by a ven- 
dor’s shipping document, inspection having been 
made at origin, are tallied in and the quantity actu- 
ally received is posted to the stock record cards. 
The copy of the vendor’s shipping document is as- 
signed a voucher number and filed as the voucher 
copy. 

(2) Direct shipments from vendors, accompanied 
by a vendor’s shipping document indicating that in- 
spection is required at destination, are inspected with- 
out delay. The inspector’s signature is entered on 
one copy received by mail and is returned to the 
office administering the contract, as stated on the 
document. The remaining three copies are processed 
in the same manner as War Department shipping 
documents received for other shipments. 

(3) When shipments are received direct from 
vendor accompanied only by vendor’s packing list, 
a receiving report, WD AGO Form 10-113 (Receiv- 
ing Report) is prepared in four copies. 

c. Receipt of Coal. Four copies of Form 
10-113 are prepared for each shipment of coal re- 
ceived. One copy of the report is vouchered and 
posted to the stock record. The original and two 
copies, are forwarded to the purchasing depot within 
3 days of receipt of 1 fehipriient. i= CALIF 
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(i) Weights of f.o.b. origin shipments recorded 
on receiving reports and posted to the stock records 
are determined as follow’s: 

(a) When shipment is by rail, the weight accept- 
able to the railroad for freight charge purposes as 
shown on the bill of lading is entered on the receiv- 
ing report and stock record card, unless it is evi- 
dent at the point of delivery that a loss greater than 
i percent has occurred en route. 

(b) When shipment is by truck, the certificate of 
a sworn weighmaster is entered on the receiving re- 
port and stock record card, unless it is evident at 
the point of delivery that a loss greater than i per- 
cent has occurred en route. 

( c) When evident that a loss greater than i per- 
cent has occurred en route, the coal is reweighed at 
point of delivery. If no reweighing facilities are 
available locally and a long delay or backhauling 
would result in reweighing elsewhere, arrangements 
are made for visual inspection by the railroad claim 
agent or weighing bureau inspector and an agree- 
ment is reached as to the revised weight acceptable 
to the railroad for freight charge purposes. The 
weight shown as shipped is recorded on the receiv- 
ing report. A WD AGO Form 15-1 (Report of 



Survey — Discrepancies Incident to Shipment) is pre- 
pared by the transportation officer for the difference 
between the weights recorded shipped and the 
weights received. The net weight is posted to the 
stock record card. A copy of Form 15-1 is attached 
to the receiving report and filed in the post engi- 
neer’s voucher file. 

(d) The amounts of coal received are recorded 
on WD AGO Form 5-104 in the same manner as 
other expendable supplies. The classification of fuel 
as indicated on top of the card is checked. A sepa- 
rate card is prepared for each type and size of coal 
stock piled. 

( e ) When part or all of a shipment of coal is de- 
livered directly to the point of use, the total amount 
is recorded on WD AGO Form 5-104 as a receipt. 
The part delivered to point of use is listed on a 
delivery ticket WD AGO Form 5-102 as outlined 
in section VI. 

(2) Weights of f.o.b. destination shipments are 
determined as in (a) above. However, when ship- 
ment is reweighed at destination, the receiving re- 
port is accomplished for the actual weight deter- 
mined to have been received. 




GO War Department shipping document for nup-tfricls reeeivedz 
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29. Recording Receipts of Supplies 

All repairs and utilities supplies received at a station 
are recorded on a stock record card, WD AGO Form 
5-104, within 24 hours after receipt except as noted 
in c and d below. 

a. Papers Showing Receipt. Papers showing 
receipt of supplies are assigned local voucher num- 
bers as the items are received. Such papers include 
War Department shipping documents, vendors' ship- 
ping documents, voucher copies of purchase orders, 
receiving reports, and debit WD AGO Forms 5-102. 
As receipts are posted to Forms 5-104, the proper 
notation is made under the due-in due-out section 
opposite the order number for the supplies. 

b. Receiving Report. If the property voucher 
copy of the shipping document or purchase order is 
not received with the shipment, a receiving report, 
WD AGO Form 10-1 13 (Receiving Report), is pre- 
pared by the storekeeper and costs are estimated 
by the stock record clerk. If necessary, cost adjust- 
ments are made on the receipt of the property copy. 

c. Receipts of Certain None Expendable Sup- 
plies. Class P supplies which are not normally 
stocked at a station and which are procured for im- 
mediate installation may upon receipt be posted di- 
rectly to the installed property records. The posting 
clerk notes posted to installed property records , the 
date, his initials, the work order number authorizing 
the installation, and cost account code number on the 
vouchered copy of the shipping document. 

d. Receipt of Certain Expendable Supplies. 
Expendable supplies which are not normally stocked 
at a post, camp, or station and on which stock levels 
have not been established may, when procured for 
immediate use, be dropped from accountability on 
receipt by a certificate of expenditure placed on the 
receiving document as provided below. All other 
receipts are posted to the appropriate stock record 
card. 

I certify that the expendable supplies as indicated 
hereon have been issued to (list ivork order number 
and cost account code number) and the unused por- 
tion of these supplies , if any , will be posted to my 
stock record cards by the voucher number assigned 
this document. 



Post Engineer 

( i ) A notation including the work order number, 
cost account code number, and name of the shop to 
be notified on receipt of the items is placed on copy 
4 of WD Form 383 jto 1 ‘Storekeeper that 

the supplies are for immeaiatetSbnsumption. 



(2) The receiving document with the certificate 
of expendability is assigned a voucher number and 
filed in the voucher file but no posting is made to a 
stock record card. Such documents are forwarded 
to the cost accounting section for appropriate en- 
tries to cost records before final filing. 

(3) Supplies which have been expended by cer- 
tificate but not used are returned to the warehouse 
and listed by the storekeeper on a WD AGO Form 
5-102 with the following notation on the face of 
the form: Returned from (list work order or project 
authorization and cost account code number). 

(4) On receipt, the stock record clerk makes the 
following notation on the Form 5-102 : 

Supplies listed are a residue of certificate of ex- 
penditure shown on voucher No and are being 

accounted for as prescribed in AR 35-6620. 

He also inserts the voucher number assigned to the 
original receiving document and assigns the same 
voucher number to the WD AGO Form 5-102. He 
prepares appropriate WD AGO Forms 5-104, and 
posts the quantities listed on Forms 5-102 as re- 
ceipts thereto. When posted, the Forms 5-102 is 
filed in the voucher file with the original receiving 
document. 

30. Partial Deliveries 

When partial deliveries are made on a purchase 
order, a receiving report (fig. 7), WD AGO Form 
10-113, is prepared in duplicate by the storekeeper. 
Each partial receiving report is numbered consecu- 
tively, such as Partial No. 1. The report for the 
final delivery is marked Partial No. 1 — Final. The 
original copy of the receiving report accomplished 
for each partial delivery is forwarded immediately 
to the stock record section where it is vouchered 
individually and posted to WD AGO Form 5-104. 
A notation of this voucher number is made on 
copy 3 of the purchase order and other vouchers 
pertaining to the same purchase order. The dupli- 
cate copy of the receiving report is retained in the 
warehouse with copy 4 of the purchase order. When 
final delivery is received, copy 4 of the purchase 
order is forwarded to the stock record clerk with 
the complete file of the duplicate receiving reports. 
The partial Receiving report for the final shipment 
is vouchered and posted to WD AGO Form 5-104. 
The voucher numbers of all partial deliveries per- 
taining to the order are recopied on copy 4 from 
copy 3 of the purchase order. The total quantity 
received is posted in the quantity received column 
of both copies 3 and 4. C(S^ i ^ l fi ::i Ebmpleted, as- 
signed the same voider number used- nn final 
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*** DEPARTMENT 
Q. M. C. Form No. 481 
Revised April fl, 18tl i 



RECEIVING REPORT 



Voucher N o. 

^g| ^ 

Kf/V^jhLdMUlQ 

XtU. lsuulto y 

t/743 

Sheet No. 



Received by 

' (Dote) 

Received from .. 



_^L 






Delivered by 

Deli ve red t o 



^ | Car No Seal No Contract No. 



How purchased: F. o. b. — Q p igi n Destination 

(Deleto one) 

Govt. B/L No Date 






Contracting office ... 



F. o. b. point A'fT.^WTjC • Shipping point P/A No. ... 

(Stated In contract) (Shown on B/L) 



Shipped to . 



Shipment No 






Payment bv 
Finance Officer at . 



ARTICLES INSPECTED, ACCEPTED, AND RECEIVED 



number quantity stock no. 





- sss? su 



r. ht.e. 

£Sro--uo 

JS-& 




I certify that the articles listed on this report were inspected and 
accepted by me, and that they conform to the contract requirements; that 
the articles listed on the back of this report were rejected for the reasons 
stated, and that the foregoing report is correct. 



. .{I. _ . . 'j/7 .- .. 

(Insretor's signature) 



I certift that the articles listed on this 
report were received by me in the quantity 
and condition stated, and that the same have 
been taken up on the stock record cards of 
this station. 



(Signature of accountable officer) 



(Rank aad designation) 



(Signature of officer In charge of inspection at 
receiving point indicating approval of inspection) 



INDICATE DISTRIBUTION BY CHECK OPPOSITE PROPER DESIGNATION 
1. Voucher to Stock Record Account. 2. Finance Officer Who Pats Account. 3. File with Purchase Record. 



7. Receiving report for partial f/»«>«^n#JNIVERSITY OF CALIFORNIA 
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partial receiving report, and forwarded to the pur- 
chasing and contracting officer. Except as noted 
in paragraph 31 below, copies of partial receiving 
reports are not forwarded along with copy 3 to the 
purchasing and contracting officer. Copy 4 is filed 
with the voucher for the final shipment and the 
duplicates of the receiving reports are attached. 

31. Partial Payments 

WD Forms 383 are not used when more than one 
payment is contemplated. When multiple payments 
are deemed necessary after the order is issued, and 
it has not been used as a numbered contract, the pur- 
chasing and contracting officer submits copies 1, 3, 
and 5 completed except for the appropriation amount 
to the disbursing office as indicated in TM 38-403. 
He makes a notation on the form that the amount 
to be paid represents a partial payment. In such 
cases, future payments are authorized by furnishing 
the disbursing officer with the partial receiving re- 
port and certified original and two copies of vendor's 
invoice. Partial payments are made with Standard 
Form, 1034 (Public Voucher for Purchases and 
Services Other than Personal) which shows on the 
face o* the form the disbursing officer’s voucher 
number by which the first payment was made. Par- 
tial payments on any unnumbered contract are 
limited to five. 

32. Materials Produced for Repairs and 
Utilities Purposes 

Supplies produced for repairs and utilities from post 
operated activities such as saw mills, gravel pits, 
and stone quaries are reported to the storekeeper 
and accounted for in the following manner : 

a. Quantities are listed by the storekeeper on a 
WD AGO Form 5-102 prepared in triplicate with 
the notation produced on zvork order No. — . The 
forms are processed in accordance with chart 4. 

b. The Forms 5-102 are assigned a voucher num- 
ber by the stock record clerk and posted as a receipt 
to the appropriate stock record cards. 

c. The items are picked up on the stock records 
at the current average unit cost for similar items in 
stock. If there are no similar items in stock, a fair 
estimate based on current market prices is used. 

d. If a portion of the material produced is de- 
livered from the point of production directly to the 
point of use, the total amount produced is reported 
to the storekeeper and picked up on the stock 
records. The amount(use^d T is list vi on a WD AGO 



Form 5-102 as an issue to the job or operation to 
which delivered. 

33. Exchange of Property 

Exchange of repairs and utilities supplies is author- 
ized by War Department Procurement Regulation 
No. 7, if the items are deteriorated, unserviceable, 
or obsolete and are being exchanged for other similar 
supplies of which there is a shortage. 

a. Exchange Agency. The agency authorized 
to administer the exchange is the designated pur- 
chasing and contracting officer for repairs and util- 
ities supplies. 

b. Limitations. All exchanges are subject to 
the current cost and other limitations on the pur- 
chase of supplies. Items whose purchase is pro- 
hibited by or subject to the approval of higher head- 
quarters may not be exchanged or received in ex- 
change without the approval of that headquarters. 
Cost limitations apply to the gross cost of the item 
being procured. The turn-in allowance of the item 
being exchanged is not considered in determining the 
authority to effect exchanges. 

c. Purchase Order. The purchase order in- 
volved in the exchange of supplies states the terms 
of the exchange. The property copy of this order 
serves as the voucher to drop the item being turned 
in and to pick up the new item. 

34. Supplies Found on Post and Reclaimed 
from Salvage 

a . Found on Post. Repairs and utilities sup- 
plies found on the station are listed on a debit 
WD AGO Form 5-102 with the notation found on 
post. This report is assigned an inventory adjust- 
ment voucher number and posted as a receipt to 
WD AGO Form 5-104. The value applicable to 
each inventory account is summarized on the form. 
The form is prepared in triplicate and processed as 
outlined in chart 4. 

b . Reclaimed from Salvage. Repairs and util- 
ities supplies reclaimed from salvage activities are 
listed on a debit Form 5-102 prepared in triplicate 
by the storekeeper with the notation reclaimed from 
saliwge. The form is processed in accordance with 
chart 4. 

35. Gifts and Donations 

AR 35-190 governs the acceptance by War Depart- 
ment personnel of gifts to th£ GMH^rnment. This 
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includes offers of money, real and personal property, 
and services. Information and correspondence rela- 
tive to acceptance of gifts is forwarded to the Fiscal 
Director, ASF, for action. Military and civilian 
personnel and agencies may receive gifts for trans- 



mission to the Fiscal Director; however, since the 
law designates the Secretary of the Treasury as the 
authority to accept or reject gifts or donations, no 
gift or donation may be accepted by War Depart- 
ment personnel or agencies. 



TURN IN OF REPAIRS AND UTILITIES SUPPLIES 



Per*: ID AGO Fora Wo/ 5-102 or 103 "Requl ni t Ion on Sto rekeeptr • (Dablt) 



CHANT 4 



STOREKEEPER 



SHOP FOREMAN 



STOCK RECORD CLERK 



COST CLERK 



INSTALLED PROPERTY CLERl 






Expendabl 
and Clan 



Expendable 
Md Clean P 



a- 



•Accost* eatorlal and 1l*ts on 
fora 6-102 narked •Notarial 
Predeced*. •Roclalaed fro* 
telvifo*, •Rotor ■ to Stock* 

otc 

-Naaboro In royaler ratal el- 
tlon oorloo 

• Necerde the aork order oaeber 
oothorlilnf tko aork and coot 
accoont codo Indicated 
-Secerea a If not ore of pereen 
tomlnf In tko eoppltea In 
apace *1 ooood by* thick la 
ckanped to *Tamod In by * 
-Slyno In apace •Roeolvod by • 
-Del Ivor* copy J to poroon 
tomlnf In property 
-Ferwarde coploa ft A 2 to 
atock record dork 



■Nov loot roqolal tlon In 
llfkt of aork order. 
■Attached copy J of reaal- 
•Itlon to copy ft of coe- 
plotod aork order (VD A 00 
Pan* 6*56) and forvardo to 
aork order aoctlon for 
procoaalnf aa oatllnod In 
Chart ft 



2 Expen 

and Cl 

■J* Exn 



Expondabl 
one P 



0 : 



Expendable 



h 



Expendable 
nod does P 



n 



ROTES 



too Ckart 9 for 
retara of door 
looooo 



- Voackora copy & and poet* 
ao receipt to atock re- 
cord card (WD A00 Fora 
0*104) 

-Pick* op at cor rent or 
fair coot. Entoro coat 

date 



•Soaaarlxoo roaalaltlona bp 
eodo accoaat naaboro 
■Flloo rooulaltlon by coda 
accoont naaboro and aontk 
of coatlnf 



tin 



Motto 



copy ft and flloo In 
veaefcer file 
-Feraarda copy 2 to coat 
clork 



Ctoaa P 



Claao 






Vbea clean »P» aopplloa are 
roaoved froa Inatollatlon 

ft lo feraardod to tnatalfed 
preeerty clerk 



.Peat* a* deletion to In- 
eta! 1 od property record 
(wo ARO Fora 64ft) 

•Makee peatlaf notation and 
flloo In voackor file 



Chart 4. Turn-in of repairs and utilities supplies. 



Digitized by Got >gle 



Original from 
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SECTION III 

STOCK RECORD ACCOUNT 



36. Purpose of Stock Records 

Station stock records of repairs and utilities supplies 
are maintained to provide — 

cl. The accountable record of supplies required by 
AR 35-6520. 

b. A means of controlling station stocks within 
established stock levels. 

c. A record of receipts, issues, and transfers of 
stock so quantities on hand can be easily deter- 
mined. 

d . Information required for accurate repairs and 
utilities cost accounting. 

e. A definite basis for declaring excesses as re- 
quired in TM 38-220 and detailed in section X. 



37. Classification of Supplies 

Repairs and utilities expendable and nonexpendable 
supplies are defined in paragraph 5c. 

a. Expendable Supplies. For cost accounting 
purposes, expendable supplies are subdivided as 
follows : 

( 1 ) Class E, all expendable items except heating 
fuel. 

(2) Heating fuel. 

b. Nonexpendable Supplies. For repairs and 
utilities accounting purposes, nonexpendable supplies 
are subdivided as follows : 

(1) Class P supplies. 

(2) Class M supplies. For cost accounting and 
control purposes, class M supplies are subdivided as 
follows: 

fa) Other than power-operated and power-drawn 
maintenance equipment. This group includes all mis- 
cellaneous property normally issued on memorandum 
receipt, except power-operated and power-drawn 
maintenance equipment. 

(b) Power-operated and power-drawn mainte- 
nance equipment. 



c. Variations. Classifications of supplies estab- 
lished in paragraph 5c are subject to certain vari- 
' ' ipieterminin^^|r^thv?gij ^nonexpendable item 



ations. 



is issued on memorandum receipt or in accordance 
with the procedure established for class P supplies 
depends on the intended use of the item. Some class 
M supplies are occasionally issued for permanent 
installation. In that event, the transaction is handled 
as though it were a class P item. Also, class P sup- 
plies are occasionally issued for short periods on 
memorandum receipt. In such cases, follow the pro- 
cedure for handling memorandum receipt supplies. 
In classifying and grouping the stock record cards, 
the cards are marked and grouped to correspond to 
the normal issue procedure. Only one stock record 
card is maintained for an individual item. 

d. Normal Expendability Classifications. 
Appendix I includes a typical list of repairs and util- 
ities supplies and their normal expendability classifi- 
cation in accordance with AR 35-6520. The list is 
incomplete but can be used as a guide to the classifi- 
cation of repairs and utilities supplies. 

38. Stock Record Cards 

Maintain the accountable record of all post engineer 
repairs and utilities supplies in stock at a station, 
regardless of the manner of acquisition, on WD 
AGO Form 5-104. 

a. Set up separate cards for each item, size, and 
model of supplies carried in stock. 

h. Make all postings of receipts, issues, adjust- 
ments, transfers, revision of levels, corrections of 
nomenclature, location, or other information cur- 
rently and accurately in ink or indelible pencil. 
Descriptive information on headings of cards may be 
typed if desired. Post receipts and issues to stock 
record cards within 24 hours of transaction. 

c. Make postings from appropriate forms which 
indicate receipt or issue of the supplies. 

39. Heading of Stock Record Card 

Prepare the heading of the stock record card cover- 
ing classification, location, control level, and no- 
menclature of the items as follows : 

a. Classification. The classifications prescribed 

in paragraph 37 above correspond to the inventory 
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accounts in the repairs and utilities cost accounting 
system. To permit ready identification of supply 
classification for accounting purposes and to pro- 
vide an efficient basis for checking balances in in- 
ventory accounts for cost and stock control purposes, 
check appropriate box on each stock record card to 
indicate normal classification. 

b. Location. Maintain an accurate record of the 
location of supplies in the warehouse. Record 
changes in location currently as provided in section 
XI. If a quantity of an item is stored in one place 
for issue purposes and a reserve amount stored 
elsewhere, indicate location of stocks from which 
current issues are made in appropriate spaces of 
stock record card. Also, note location of reserve 
stock on card either by dividing spaces provided 
for location or by making a note elsewhere on the 
card. 

r. Station Control Level. Record the station 
control level and reorder point, set in accordance 
with section X, on all stock record cards together 



with the date the level was set. This may be done in 
pencil. When all spaces on the card are filled, pre- 
vious entries may be erased for future revisions. 

(1) If the item is classified for stock control 
purposes as stand-by or seasonal, set the level ac- 
cordingly and check the appropriate box. Normal 
issue items require no designation on the cards. 

(2) If there is no issue experience for an item 
set a temporary level, place the letter T before the 
recorded level, and revise the level as soon as issue 
experience is available. 

d. Nomenclature. Enter nomenclature of the 
item in the appropriate space on stock record card. 

e. Unit. The normal unit of issue is each, pound, 
gross, gallon, and so on. Larger units can be used 
if they do not cause excessive project costs or large 
stocks in shops. 

/. Standard Pack. The standard package is the 
lot in which the item is normally purchased. This 
item is recorded only if the standard package is 
different from the unit of issue. 



SUMMARY OF SUPPORTING VOUCHERS TO THE STOCK RECORD ACCOUNT 



Oi AIT f 



VO AM 480-5-C VO SHIPPIHS 
00 CUN CAT (Property copy) 
-for oeppltee reps to It toned 
fro® oorvleo eoauf 009 f- 
ooor eed shipped fro® <*- 
pot 1 or ether VO Inotalla- 
tlooo 

OR* 

V MOORS SNIPPINO 00CUHMT 
for aopplloo repeleltloRoj 
a®d oAlptoV 0 I root 1 7 fro® 



V0 PURCHASE OROER 
AID VOUCHER 
for ooppl loo porchoeed 
locally 

OR 4 

VH AM 10-113 
RECEIVIHO REPORT 
-for partial deliveries oi 
•opplloa porchoeed 
locally 

-for receipt 0 of coal 



VO AM AM 
IHVERTORT ADJUSTMENT 
REPORT 

•for lavoatory over- 

apoa 

•for property fooaO on 
post 



VO AM 0-102 

REQUISITION OH STOREKEEPER (OEIIT) 

-for claaa *P* aopplloo removed fro® lo- 
ot allot loo end refereed to ttoe* 

-for aopplloo reel aloof la ealvape acti- 
vities aad to mod In to atoefc 

• for Batorlals prefaced locally- for ropalr 
and still ties psrpoaoc 
-far rotors of overt oases of ex pea fall o 
aopplloo (not voschered) 



Receipts 



VO AM S-104 
STOCK RECORO CARO 



VO AM 0-102 

REQUI SI TIOH OH STOREKEEPER 
-for claaa «P» aopplloo laotallpd 
Ip real pro party or ot*or 000 - 
oxpoade k lo aopplloo 
-for claaaoa a *P* aopplloo 
tr maaf errod to anoorvIcoOlo 



•for oxpoRdaalo oapplloa loosed 00 
Haalo of approved work order 
(not voschorod) 



VO AM 4S0-8-0 
10 SNIPPIHO 00 CUM CRT 
(Order copy) 

-for oapplloa iraaa- 
forrod ta soother 
atohto officer 



VO AM IS 
REPORT Of MRVET 

•for property loot, de- 
stroyed, doaopod or 
voro sir throop* other 
than fair poor and tear] 
•for InvoRtory ohortopeog 
not approved hy the 
coaaoRdlop officer 
■acts aa aoppartlnp pa< 
per to credit voschor 



VO AM MO 
IHVERTORT ADJUST- 
MENT REPORT 
-for lovootory 
ahortopoo 
-Acto aa aoppon-. 
lop voschor ta 
aotrloo provlosalrl 
■ado 00 rocolt pf 
InvoRtory 



VO AM M7 
PROPERTY Vim |R 
SUP 



•far ooaorvlcoohlo 
aappl I#® trooodorrod | 
to oalvoto offloor 



Digitized b; 



Go Cfc §fe 



Summary of supporting vouchers to the stock record account.. .. 
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g. Stock Number. Stock number is the standard 
stock number of items listed in ASF Catalog ENG 5. 
Temporary numbers for nonstandard stock may be 
established locally. Correct such numbers when 
standard numbers become available. If no numbers 
are assigned locally for nonstandard stock, record 
federal class number in stock number space. Pre- 
fix locally assigned numbers with letter L and fed- 
eral class number, 

40. Due-in Due-out Section of Stock Record 
Card 

Maintain a current record of procurement action, 
quantities required for specific projects or purposes, 
and quantities earmarked for shipment. Enter the 
following information in the appropriate columns: 

a. Date. Date of the document on which the 
due-in or due-out posting is based. 

b. Order Number. The order number is the 
identifying number assigned to the document from 
which the posting is made, such as purchase orders 
and requisitions for due-ins and excess reports, ap- 
proved individual projects, or planned programs for 
due-outs. Use the followng identification symbols 
as letter prefixes: PO for purchase order (WD 
Form 383), PR for purchase request (WD AGO 
Form 14-115), Req for requisition (WD AGO 
Form 445), Ex for repairs and utilities excess re- 
port (WD AGO Form 5-65), Proj for approved 
project (WD AGO Form 5-25), and WO for ap- 
proved work order (WD AGO Form 5-35). List 
due-ins downward from the top of the card and due- 
outs upward from the bottom of the card. 

c. Quantity Ordered. The quantity ordered is 
the quantity of items, either due-in or due-out, 
shown on the appropriate document. 

d. Received Balance. Record the quantity and 
balance, if any, of due-ins received or due-outs 
shipped. Partial receipts or shipments may require 
several entries before the entire amount in the quan- 
tity ordered column is balanced to zero. When 
numerous receipts or shipments on an order make it 
necessary, use two or more lines to indicate the re- 
ceived-balance information. 

41. Receipts and Issues Section of Stock 
Record Card 

Post all data relative to movement of stock in the 
appropriate columns under the receipts and issues 
heading. Make no erasures on this section of the 

card. Google 



a. Quantity Received. The quantity received 
is the number of items actually received, regardless 
of whether shipment is partial or complete. Make 
postings in this column of all overages discovered 
as a result of inventory, class P supplies removed 
from installation and returned to stock ; and supplies 
found on post or reclaimed from salvage activities. 

b . Total Cost. Enter the total cost of the items 
received. When items are received at no cost or 
when cost is not indicated on transfer document, 
give items a fair value based on similar items in 
stock or on market price. Record locally procured 
supplies at value shown on procuring documents, 
less trade discounts plus amount of taxes included 
in purchase, if taxes are legally payable by the gov- 
ernment. Make no allowance on stock record card 
for time discounts. Include cost of transportation 
chargeable to ESA funds in the cost of the items. 

c. Date. Enter the date items are received, is- 
sued, picked up, or dropped as shown by dates on in- 
checkers certificate of the WD Shipping Document, 
dates of issue documents, inventory counting slips, 
or other documents. 

d. Reference. Post the identifying number of 
the supporting paper on which the entry is based 
as follows: 

(1) For receipts of all classes of supplies, voucher 
number assigned to document on which supplies were 
received or to WD AGO Form 5--102 on which 
items of supply salvaged, found on post, produced, 
or manufactured were turned in to warehouse. 

(2) For issues of class P supplies for installation, 
voucher number assigned Form 5-102 on which sup- 
plies were issued. 

(3) For issues of expendable supplies authorized 
by a work order, serial number of Form 5-102 on 
which supplies were issued. 

(4) For issue and return of class M supplies, 
memorandum receipt account number of responsible 
individual drawing or returning items. 

(5) For adjustments to stock accounts, voucher 
number assigned to document on which adjustment 
is based. 

(6) For return of overissues, voucher number for 
class P supplies or requisition number for expend- 
able supplies assigned to Form 5-102 listing items 
being returned. 

(7) For any class of supplies on which account- 
ability is transferred, voucher number assigned 
document pertaining to transfer or shipment. 

e. New work and Transfers. Make postings of 
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issues for noncurrent newwork projects, issues of 
unusual nature, and transfers as distinguished from 
normal recurring repairs and utilities use issues in 
this column. For full use of the issue data on stock 
cards for stock control purposes, consider only nor- 
mal recurring repairs and utilities use issues in estab- 
lishing station control levels. At the time the work 
order is approved, the post engineer indicates whe- 
ther issues for accomplishing work are to be posted 
in the new work or in the R and U use issues column. 
Use an identifying suffix N to designate work or- 
der numbers covering types of transactions listed 
in (i), (2), and (3) below. Post all quantities listed 
on Forms 5-102 carrying work order numbers with 
this suffix to the new- work column. Transactions 
posted in this column include — 

(1) Issues for nonrecurring maintenance, repair, 
and new-work projects. This includes all mainte- 
nance, repair, and new-work projects estimated to 
cost more than $1,000 and nonrecurrent or unusual 
projects costing less than $1,000. For example, the 
issue of a large amount of roll roofing for a deferred 
maintenance job is considered as a nonrecurring 
issue and is posted to the new-work and transfers 
column. Issues of supplies for the installation of a 
convenience outlet, although posted as new w f ork, 
is normally posted in the R and U use issue column, 
as this type of issue is generally recurrent at a sta- 
tion. 

(2) Issues for rehabilitation necessitated by dis- 
aster. 

(3) Issues for w’ork done for others, except 
where work is of a recurring nature normally per- 
formed by post engineer. 

(4) Transfers to salvage officer or to unservice- 
able property records. 

(5) Transfers to other posts or other accountable 
officers. 

(6) Shortages in inventory adjustments and prop- 
erty lost or damaged. * 

(7) Return of overissues where original posting 
was in new-work and transfers column. Circle en- 
tries indicating returns. 

f. R and U Use Issues. Repairs and utilities 
use issues include quantities issued on WD AGO 
Forms 5-102 for normal repairs and utilities main- 
tenance, repair, and operational use ; recurrent new- 
work projects costing less than $1,000; and re- 
turns of overissues on specific work orders where 
the original issue was so posted. Circle such re- 
turn entries and post them from debit Forms $—102. 

g. I^sujES on M 1 m/R ^ ) .Quantity. Post quan- 



tity issued or returned on memorandum receipt 
(Mem/Rj in this column. Also post to this column 
adjustments in individual memorandum receipt ac- 
counts authorized by reports of survey and state- 
ments of charges. Circle any entries w-hich effect a 
reduction of the total balance on memorandum re- 
ceipt. 

(2) Total. Maintain a running balance of total 
quantity of an item out on memorandum receipt in 
this column. 

42. On-Hand Section of Card 

Maintain a running balance of number and value 
of items on hand in the warehouse in columns of 
the on-hand section. Make no erasures in this sec- 
tion. 

a. Quantity. Post balance of receipts less is- 
sues, transfers, and the like in the quantity column. 
This is the quantity of the item for which post 
engineer is accountable, except for class M supplies. 
For class M supplies, balance in this column plus 
total issues on Mem/R column equals total ac- 
countability of the post engineer. 

b. Value. Indicate total value of the quantity for 
which post engineer is accountable. Issues and re- 
turns of supplies on Mem/R do not affect the value 
on hand, as the accountable record for items so 
issued continues to be WD AGO Form 5-104. The 
value on hand determines the average unit cost and 
is not the product of the average unit cost multi- 
plied by the quantity on hand. Determine and post 
the total value each time supplies are received, be- 
fore totaling cards for cost section at end of each 
period and as each side of card is completed. 

c. Average Unit Cost. To determine average 
unit cost, divide total value on hand by total account- 
ability for the item. Normally, a unit cost computed 
to the nearest cent is accurate enough, such as $1.07. 

( 1 ) When an item is issued in large quantities or 
when rounding the unit cost to the nearest cent 
would distort costs, carry the unit cost to the near- 
est tenth of a cent, such as $.084. If issues are made 
in quantities of 1,000 issue units or more, compute 
the unit cost to the nearest tenth of a cent. Lumber 
is such an item. 

(2) Recompute average unit cost each time new 
supplies are received and each time balance on hand 
is brought forward to a new card or side of a card. 
When no cost data is indicated on receiving docu- 
ment, pick up items at current average cost. 

(3) Recompute unit costs when errors are dis- 
covered and the quantity: on Land must be recon- 
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died with the value. Make corrections of errors 
caused by fractional values by recomputing unit 
cost rather than by making changes in the total 
value. This reduces the value to zero when quantity 
is reduced to zero, even though fractional unit costs 
are not used. 

43, Typical Postings to Stock Record Card 
For Expendable Supplies 

a. Information. The following information was 
placed on the stock record card illustrated in figure 8 : 

(1) Classification as expendable. 

(2) Location and reserve location (see fig. 33). 

(3) Latest approved control level. 

(4) Nomenclature, unit, standard pack, and stock 
number. 

(5) Balance brought forward, entry of 2/8. 

b. Explanation of Entries by Dates. Explana- 
tion of individual entries by date is as follows: 



(1) 2/9 — Issue on requisition on storekeeper No 
4108. (See fig. 17). 

(2) 2/13 — Issue on requisition on storekeeper 
No 4224. 

(3) 2/15 — Posting of due-out for work order 
2487N and immediate submission of requisition No. 
146 to service command to replenish stock (see fig. 
3.) Nails were currently on service command ex- 
cess list. Quantity requisitioned is in standard pack- 
age lot. 

(4) 2/28 — Posting of inventory counting slip 
(red entry). Adjustment consisted of overage of 
39. Items were picked up at current average unit 
cost (see fig. 26). 

( 5 ) 3/ 2 — Receipt of requisitioned material on 
WD Shipping Document (see fig. 6). Note posting 
in due-in section. Average unit cost was recom- 
puted. 

(6) 3/5 — Issue on requisition on storekeeper No. 
4782. Note posting in due-out section. 
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( 7 ) 3/6 — Revision of stock level. Issues during 
January and February totaled 265. 

(8) 3 / 7 — Issue on requisition on storekeeper 
No 4804 for normal repairs and utilities purpose. 

( 9 ) 3/ 10 — Issue on requisition on storekeeper 
No. 4930 for nonrecurrent purpose. Note comple- 
tion of entry in due-out section. Purchase Re- 
quest 3559 initiated since item was no longer avail- 
able from service command excess lists (see fig. 4). 
Note posting in due-in section. 

(10) 3/14 — Receipt on WD Form 383a (Pur- 
chases Order or Delivery Order and Voucher for 
Purchases and Services Other than Personal — 
Memorandum), of quantities requested on 3/10. 
Note completion of due-in posting. The average 
unit cost is recomputed and, since the price of this 
receipt is lower, the new average cost changes to 3 
cents per pound. 



44. Typical Postings to Stock Record Card 
for Class P Supplies | 

a. Information on Card. The following infor- 
mation was entered on the stock recprd card illus- 
trated in figure 9 when it was made up on 8 Febru- 
ary 1945. 

( 1 ) Check indicating classification as class P item 
of supply, location, station control levels with 
seasonal indicated, nomenclature, unit, and stock 
number. 

(2) Due-in posting of 1/14, indicating a balance 
of 2 still due-in. 

(3) Balance brought forward (entry of 2/8), 
showing quantity of 31 on hand at a value of $620.00 
and recomputed average unit cost. 

b . Postings by Date. Subsequent postings were 
as follows: 

( 1 ) 2/1 1 — Issue for initial installation on voucher 
1147. (See fig. 18.) 
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(2) 2/14 — Receipt of balance due on requisition 
86. ^ote completion of due-in data and recom- 
putation of average unit cost. 

(3) 2/17 — Issue for replacement on voucher 
1150. 

(4) 2/22 — Removal from installation and return 
to stock. Items picked up at current average unit 
cost. 

(5) 2/25 — Issue for replacement on voucher 

XI 55- 

(6) 2/26 — Posting of due-in on requisition to 
service command engineer. 

(7) 2/28 — Posting of inventory (red entry). 
No adjustment required. 

(8) 3/3 — Issue on Mem/R Account No 17 re- 
quired for temporary use at contractor prisoner 
of war camp. Transaction is not costed. 

(9) 3/6 — Station control level revised upward to 
39. Issues totaled 39 during January and February. 
Memorandum-receipt issue is temporary and not 
considered in the level. 

( 10 ) 3/8 — Transfer of nonreparable heaters to 
salvage officer on voucher 1162. 

(n) 3/12 — Return from Mem/R Account No 
17 - 

(12) 3/15 — Receipt of heaters ordered on 2/26. 
Note balancing out of due-in posting and recompu- 
tation of average unit cost. 

(13) 3/18 — Issue for replacement on voucher 
1 166. 

(14) 3/19 — Posting of due-in on requisition 137 
to service command engineer for replenishment of 
stock. 

45. Continuation of Postings on New Cards 

When posting receipts and issues, complete one side 
of a WD AGO Form 5-104 and continue postings 
on the reverse side or initiate a new card as follows : 

a. Heading. Record latest corrected classifica- 
tion, location data, control level, and nomenclature 
in the heading of the new card. 

b. Balance Brought Forward. Record date, 
order number, quantity ordered, and balances of any 
due-ins or due-outs that have not been balanced 
out to zero. Post current date and notation 
Balance brought forward on the first line in receipts 
and issues section. Indicate on the last line of the 
card that the balance has been carried forward. 

c . Mem/R Column. Post balance out on mem- 
orandum receipt in the total issues on Mem/R 

column. Digitizer by Google 



d . On Hand Section. Post quantity on hand, 
value on hand, and a recomputed average unit cost 
in the on-hand section. 

46. Inventory Cost Accounts 

a . Filing Stock Record Cards. Segregate 
stock record cards by classification indicated on 
card and, if desired, subdivide into federal classes. 
File cards in each group alphabetically by basic 
noun designation. At least once each quarter deter- 
mine total dollar value of cards in each group by 
totaling individual cards. . Give this information to 
cost section for necessary reconcilement of inven- 
tory accounts as follows: 

(1) Adjust total of inventory account 682-10 to 
equal total of stock record cards for class E plus 
class P. 

(2) Adjust total of inventory account 682-20 to 
equal total of stock record cards for class M, other 
than power-operated and power-drawn maintenance 
supplies. 

(3) Adjust total of inventory account 682-30 
to equal total of stock record cards for Class M, 
power-operated and power-drawn maintenance sup- 
plies. 

(4) Adjust total of inventory account 682-40 to 
equal total of stock record cards for heating fuel. 

b. Summarizing Cost Data. As each docu- 
ment indicating a receipt, issue, shipment, disposi- 
tion, or adjustment of the quantity of items recorded 
on the stock record card is posted, the posting clerk 
indicates the total debit or credit to each of the in- 
ventory cost accounts affected. If class M supplies 
are issued for permanent installation, note the credit 
to appropriate Class M inventory account on WD 
AGO Form 5 — 102. Issues and returns of sup- 
plies on Mem/R do not affect the balance in inven- 
tory accounts 682-20 and 682-30 ; however, receipts, 
transfers, turn-ins to salvage, and inventory adjust- 
ments change the inventory values. Therefore, in- 
dicate appropriate adjustments of cost accounts on 
vouchers. Forward all property documents to cost 
section the same day posting is made to stock record 
card. 

47. Correcting Entries Made in Error 

a. General. The inventory deadline prescribed 
in section VIII is an absolute cut-off for correcting 
entries described in this paragraph. Make any cor- 
recting entries before the inventory deadline, since 
an inventory adjustment entry automatically cor- 
rects all previous errors. Correct errors made after 
the inventory deadline entry blit, befqre the adjust- 
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ment entry is posted. Do not consider such errors 
in the inventory adjustment report. Never make 
erasures or alterations of entries in the receipts and 
issues or on-hand sections of stock record cards. 
Report every correction affecting the balance of 
inventory cost accounts to cost section on a note or 
memorandum. 

b. Procedure. ( i ) When an error in posting is 
discovered after additional posting are made, make 
the correction as follows : 

( a ) If an incorrect figure is posted in either the 
quantity received or an issue column, make correct- 
ing entry on first available line, using original date 
and reference and notation Corr. Enter net figure 
(debit or credit) necessary to correct balance in 
same column as original posting. Post new balance 
in total issues on Mem/R and/or quantity on-hand 
columns. Circle any correcting entry that decreases 
the quantity originally posted as received or issued. 

( b ) If correct figure is entered in quantity re- 
ceived or an issue column but an error is made in 
computing total issues on Mem/R and/or quantity 
on-hand columns, make correction on first available 
line, using original date and reference with notation 
Corr Bal only . Do not make entry in quantity re- 
ceived or an issue column. 

(c) Make appropriate adjustments in total cost, 
value on hand, and average unit cost columns as 
necessary when correcting errors in quantities 
posted. 

(2) When an error in posting is discovered and 
no subsequent postings are made, draw narrow 
line through incorrect entry and enter correct post- 
ing on next line. This procedure also applies when 
an error is made and recognized while posting is in 
process. 

(3) When an entry is posted in error to the 
wrong stock record card, make the adjustment as 
follows : 

(a) If error is discovered while entry is being 
made, discontinue posting immediately and draw 
narrow line through incorrect entry and remaining 
unused spaces of line. Without further notation, 
post entry to proper stock record card. 

(b) If no subsequent entries are made, follow 
procedure described above when an error is dis- 
covered at a later date. 

(r) If subsequent entries are made, adjust stock 
record card by canceling the entry. Enter current 
date, reference of the original entry being canceled, 
and notation Cancel Post a-22 (date of original 
entry )D on next (a^^biaOlji^. Enter amount of 



entry being corrected in same column as original 
entry and encircle it. Record corrected balance in 
total issues on Mem/R, quantity on-hand, value 
on-hand, and average unit cost columns as neces- 
sary. Then make posting on proper card. Make 
cross references on canceled entry by noting See 
corr 4-27 in one of the unused spaces. The date 
in this note is the date of the cancellation entry. 

(4) When unit cost for an item is too high or 
too low, thereby distorting the figure for the value 
on hand, set a more exact unit cost and recompute 
value on hand. Enter latest quantity on hand, re- 
vised average unit cost, and recomputed value on 
hand in appropriate columns on next blank line of 
stock record card with notation corr of cost data . 

(5) Report every correction affecting the balance 
of an inventory cost account to the cost section. 

48. Interchangeability 

Carry like items, even though purchased under dif- 
ferent trade names, on the same stock record card. 
Follow nomenclature listed in ASF Catalog ENG 5 
or standard specifications of the item involved. 
When desired, insert cross-reference cards listing the 
trade name in the stock record card file, indicating 
the standard nomenclature under which the true 
stock record card is filed. Do not maintain receipts, 
issues, or other property accounting information 
on cross-reference cards. List different items, even 
though interchangeable, on separate cards. Note 
interchangeability information on each card. 

49. Accounting for Supplies Stored at a Sub- 
post or Off post Facility 

Use the most appropriate of the following systems 
for accounting for supplies, depending on the 
volume of issue transactions: 

a . Small Facilities. If facility is small or close 
to main post, follow a procedure identical to that 
outlined for shop stock in section VI, if authorized 
by service commander or air force commander. 

b. Large Facilities. If facility is large or dis- 
tant from main post, stock enough quantities of re- 
quired items. Consider the warehouse an additional 
point of issue for the post engineer and assign a 
letter prefix for use on WD AGO Forms 5—102. 
Maintain one master set of stock record cards at 
the main post. If desired, maintain subsidiary sets 
of stock record cards for stock carried at offpost 
facility. The master set constitutes the accountable 
record. 

r. Separate Account. facilitv is large 
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enough to warrant such action, serrate stock record 
accounts may be established. (See AR 35-6520.) 

50. Single Stock Record Account 

Maintain only one set of stock record cards for re- 
pairs and utilities property. If materials chargeable 
to more than one ESA project are necessary, draw 
items from regular stock or procure them from 
regular funds. When received, pick them up on 
repairs and utilities stock record account. When 



project is completed, make adjustments between 
projects under the same appropriation by preparing 
WD AGO Form 14-104 (Transfer Adjustment 
Voucher) as prescribed in TM 14-702. Use the 
major project available to the post engineer as a 
clearing account for accomplishing work chargeable 
to other ESA projects. This procedure gives the 
post engineer a simple means of accounting for 
property chargeable to various funds under normal 
circumstances. 
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SECTION 

REAL PROPERTY 



IV 

RECORDS 



51. Purpose and Scope 

Repairs and utilities real property records contain 
data about each structure and facility and show re- 
pairs and utilities responsibilities at the post. They 
are also a basis for the cost accounting system. 
Since errors in records and incomplete records re- 
sult in erroneous base data and distort the unit 
cost of work performed, real property records must 
always be accurate and up-to-date. Real property 
records consist of real property record cards sup- 
ported by record drawings, maps, plans, and specifi- 
cations. 

52. Drawnings, Maps, Plans, and 
Specifications 

a. Types. Maintain a file of maps, plans, and 
drawings furnished by the resident engineer, includ- 
ing the following: 

(1) Original tracings of drawings for buildings 
and structures prepared in the field. 

(2) Vandyke negatives (2 each) of modified 
standard drawings for buildings and structures. 

(3) List of all standard drawings used without 
change if copies of individual drawings are unavail- 
able. 

(4) Original tracings of site plans, general and, 
if prepared, detailed. 

( 5 ) Original tracings of utility maps, general 
and, if prepared, detailed. Drawings prepared as 
strip maps, profiles, sections, or otherwise giving 
essential dimensions and details of the as built 
feature may serve as record drawings. 

(6) Original tracings of reservation maps. 

(7) Such copies of unmodified standard draw- 
ings, specifications, and design analyses that are on 
hand and worth keeping. 

(8) Photographic prints and aerial photographs. 

b. Maintenance of Drawings by Post Engi- 
neer. Maintain a complete current file of original 
linen tracings in the post engineer office. Indicate 
revision dates on tracings as changes are recorded. 
Each f February, submit prints (black line on 



white) of up-to-date maps to the Chief of Engi- 
neers, Real Estate Division, Installations Branch. 
At the same time class I, II, and IV installations 
send two prints to the service command engineer. 
Class III installations send their prints to the air 
force commands. Class III stations also furnish the 
appropriate service command engineer one copy of 
&*ch print submitted. The file includes the follow- 
ing: 

(1) Regional map. 

(2) Reservation map. 

(3) Post lay-outs, (including legend and build- 
ings schedule). 

(4) Water distribution system (including 
legend) . 

(5) Sewage system (including legend). 

(6) Gas distribution system (including legend). 

(7) Electric distribution system (including 
legend) . 

(8) Steam distribution system (including legend). 

(9) Gasoline storage and fuel system (including 
legend). 

(10) Roads, aprons and runways, and parking 
areas. 

( 1 1 ) Storm drainage "systems. 

(12) Railroads. 

53. Establishing Real Property Record Cards 

Real property record cards are the basis for the real 
property accounting system of the post engineer. 
They are flexible enough to be kept up to date with 
the various changes in or to real property. Use 
the following forms as real property record cards: 

WD AGO Form 5-47, Buildings. 

WD AGO Form 5-49, Miscellaneous Struc- 
tures. 

WD AGO Form 5-50, Land. 

WD AGO Form 5-51, Surfaced Areas. 

WD AGO Form 5-52, Utility Distribution Sys- 
tems. 

a. Basic Records. Establish real property record 
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cards from construction drawings, maps, ENG 
Forms 290, leases, old historical records, and other 
papers pertaining to real property. When real 
property is known to exist and cannot be traced 
back to a basic record, inventory it and take it up 
on real property records as outlined in section VIII. 
Do not record real property whose title is not vested 
in the government, such as buildings constructed 
and owned by the American Red Cross, contractors. 
Army exchange, officers' clubs or other nonappro- 
priated fund sources. 

b. Leased Facilities. Prepare real property 
record cards for all leased property and write the 
word leased clearly in upper right-hand corner. 
Maintain these forms until lease or leasehold con- 
demnation is terminated, then credit them and re- 
move them from the active file. Prepare a separate 
set of real property record cards for each leased 
facility. File these with the regular real property 
record cards and segregate them by lease number. 

(1) Record all additions, deletions, alterations, 
and installations made by the War Department on 
leased premises on the appropriate real and installed 
property records and note that such additions are 
government-owned. 

(2) When facilities are leased for a short period 
(not over 3 months), preparation of real property 
record cards is not necessary if the following action 
is taken : 

(a) Request authority from commanding general 
of service command or air force command to dis- 
pense with preparation of cards. 

(b) Maintain tentative accountability records by 
vouchering acquisition documents and filing them in 
a jacket file. If authority is granted, continue to 
maintain accountability records by vouchering and 
filing all acquisition and disposition documents in 
jacket file. For control purposes, substitute a simple 
memorandum showing voucher number and location 
of actual voucher for missing document in voucher 
file. If authority is not granted, remove acquisi- 
tion documents from jacket file, prepare real 
property record cards, post information to date, and 

file documents in regular voucher file. 

• 

c. Conversions of Real Property. When part 

of an item of real property recorded on one card 
has been altered so it belongs on another such card 
(such as conversion of other post areas to improved 
grounds) use ENG Form 290, or WD AGO Form 
5-35 which authorizes or shows the alterations as a 
voucher to record thecal property on the appro- 
priate card. 1 ' Use to post the 



item as a deletion from original card. Post deletions 
in red. When an entire item of real property which 
is recorded on one card is permanently converted 
(such as a storage building to an administration 
building) , do not prepare a new card. Correct base 
data, description, and cost account code at top of 
card by lining out original information and entering 
new data. Enter date and number of voucher 
authorizing changes on next available line on the 
card and note authorized conversion noted in head - 
ing. 



d . Changes to Real Property. Record any 
rehabilitation, alteration, extension, addition, or 
subtraction which changes the physical capacity, 
base data, or description of the property as shown 
at top of record card, regardless of cost of work. 
Posting of other work on real property is not re- 
quired. 

e . Records for Each Installation. Maintain 
a separate set of real property records for each in- 
stallation for which the post engineer is assigned 
repairs and utilities responsibilities. Keep all sets 
at the base post to which the post engineer is as- 
signed. If no post engineer is assigned repairs and 
utilities responsibility of a station, maintain real 
property records in office of post commander. 

/. Work Orders to Real Property Unit. Send 
original copy of all completed work orders through 
the real property unit for posting of all necessary 
changes to real property records as work is ac- 
complished. Whenever a posting is made to real 
property records from a work order, prepare an 
additional copy. Assign a voucher number to it, 
and file in voucher file. Notify installed property 
clerk of work orders showing removal of class P 
supplies from one building for immediate installa- 
tion in another building. 

g. Verifying Voucher Postings. To verify a 
posting to real property records, make following 
notation on each property voucher posted to the real 
property records . Posting clerk adds his initials and 
date. File document in voucher file. 



h . Notification of Base Data Changes. When 
any additions, reductions, conversions, or alterations 
to real property are posted, send information to 
sections responsible for cost report, real property 
utilization report, quarterly inventory of command 
installation reports, and any other reports involving 
real property data. This keeps reports accurate 
and consistent. UN | VERSI1Y 0F California 
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54. General Instructions for Preparing Real 
Property Records 

General instructions for preparing WD AGO Forms 
5 " 47 , S~49> 5"5°> 5 ~ 5 1 , and 5 S 2 are as follows: 

a. Station (Item 1, on all cards). Enter name 
of installation at which real property is located. 
Stamp the name where quantity of forms used 
justifies such action. Use only authorized abbre- 
viations. Notations such as SAAAF do not permit 
identification. 

'i. Designation (Item 2, on all cards). Enter 
name and type of real property being recorded, such 
as administration building, permanent ; concrete 
roads ; electric distribution system, overhead service 
lines; improved grounds; and the like. 

c . Date (Item 3, on all cards). Enter date card 
is prepared. 

d. Drawing Number (Item 4, on all cards ex- 
cept Form 5-50). Enter basic drawing numbers 



of standard drawings or appropriate reference to 
nonstandard drawings together with necessary 
reference to local drawing files. 

e. Cost Account Code (Item 5, on all cards). 
Enter appropriate cost account code to which main- 
tenance and repair of structure or facility are 
chargeable, as determined by cost account definitions 
in TM 5-602. Real property records are the basis 
of reporting base data in repairs and utilities cost 
reports. Correct real property records for any 
change in definitions of cost accounts made in TM 
5-602. 

/. Building Number (Item 6, on Forms 5*47 
and 5-49). Enter number assigned to building or 
structure in accordance with paragraph 60 below. 

g. Map Number (Item 4, on Form 5--50 and 6 
on Forms 5-51 and 5-52). -Enter number assigned 
to location or utility map showing land, surfaced 
areas, or utility distribution system, together with 
necessary reference to local map files. 
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55. Preparing WD AGO Form 5-47 

Prepare an individual card for each building for 
which post engineer has maintenance and repair re- 
sponsibility. (See AR 100-80.) 

a. Description of Building, (i) Dimensions 
(Item 7). Enter length and width (outside meas- 
urements) of main building. Indicate number, 
length, and width of offsets, wings, and additions. 
Xote inside dimensions, including height of base- 
ment. 

(2) Materials (Item 8). Enter type of construc- 
tion material in foundation, such as concrete, brick, 
concrete piling, stone, creosoted wood, or any com- 
bination ; in floors , such as concrete, wood, tile com- 
position ; in walls, such as reinforced concrete, stone, 
brick veneer, wood, metal ; and in roof , such as 
composition shingle, wood shingle, or slate. 

(3) Space heating (Item 9). Note source of 
heat, such as central heating plant, barrack heater, 
individual heating plant, or stoves; and fuel used, 
such as coal, gas, or oil. 

(4) Number of usable floors (Item 10). Enter 
number of usable floors in building including full 
basements. Do not include floors with inadequate 
ceiling height, ventilation, light, and accessibility. 



(5) Hot water facilities (Item 11). Enter total 
gallon-per-hour capacity and temperature use of hot 
water heaters installed in building as shown on 
manufacturer’s nameplate. 

(6) Fire protection facilities (Item 12). Note 
type of fire protection equipment in building, such 
as automatic sprinkler system, fire extinguishers, 
fire buckets, or any combination. 

(7) Utility connections (Item 13). Enter num- 
ber, size, and capacity of utility connections to build- 
ing from outside mains or lines. Indicate voltage, 
phase, and ampere rating of electric service switch. 

(8) Remarks (Item 14). Make any specific re- 
marks about building, such as designed floor load of 
storage buildings, reference to utility structure of 
which it is a part, number and size of attached 
loading platforms, ramps, open and inclosed porches, 
or open and inclosed hospital walks. Do not include 
square footage of these appurtenances in floor area 
of building. 

b. Posting to Card. Enter data relative to 
original building and subsequent transactions chang- 
ing designed capacity, floor area or description of 
building in columns of card as follows : 

( 1 ) Date completed. Enter date construction be- 



1. STATION 



Ft School, Virginia 



2. DESIGNATION 

Barracks with lavatory - 63 mn 



3. DATE 

6 October 1943 



H. DRAWING NO. 



700-1165 



COST ACCOUNT CODE 
610-22 



6. BUILDING NO. 

T 547 



|7. DIVERSIONS 




1. NATCRIAI 


L S 




•• NAIN BLOG. 29 f 6* X 80 f 0" 


•. foundation Concrete walls & peen 


•• sounce India plant 


N. OFFSETS 


b. FLOORS JlOOd 


b. FUEL Coal 


e. VINOS 




nf’rTar^iJT'TmTrr"— 1 1 


V. BASEMENT 


"• * 00f Rolled roofing 


.. CAPACITY ?5 QpH 


•• ADDITIONS 


to. *0. OF U1A0LE FLOORS 1 


b. TEMP. AISEIOQO F 


It. FIRE PROTECTION FACILITIES 
lire extinguishers 


15* UTILITY CORRECTIONS 


[ESI 


SIZE 


CAPACITY 


a. VATEN 


1 


2» 




A. SEVEN 


1 


4" 




u. REMARKS 


e. ELECTNIC 


1 


1 phase 604 




V. «AS 








a. STEAM 










HH1 
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DATE 

COMPLETED 


VOUCHER 
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ing recorded was completed as shown by document 
from which pasting is made. Estimate date of com- 
pletion when unknown. 

(2) Voucher number. Enter voucher number of 
document from which posting is made. Such 
vouchers consist of old historical record forms, 
transfer of new construction forms, copies of leases 
or leasehold condemnations, supplimental agree- 
ments and cancellations to leases, completed work 
orders, and reports of survey. 

(3) Designed capacity. Enter standard designed 
capacity of building in units indicated, irrespective 
of capacity utilized. 

(a) Quarters and barracks. Number of occu- 
pants. 

( b ) Storage. Number of net square feet avail- 
able for storage. Compute net storage space by 
using inside dimensions from studding of buildings 
and deducting nonstorage area. Nonstorage areas 
include offices, gross cold-storage space, heating 
rooms, lavatories, cafeterias, stairways, and other 
nonstorage space (except posts and columns). 

( c ) Garages. Number and type of vehicles. 

( d ) Stables. Number of animals. 

( e ) Hospital ward buildings. Number of beds. 



(/) Mess halls. Number of persons served at 
one seating and maximum kitchen serving capacity. 

( g ) Theaters . Number of seats. 

(h) Utility buildings. Make reference to WD 
AGO Forms 5-49 attached. 

(t) Administration. Net square footage of office 
space. 

(/) Other buildings . Designed capacity shown on 
drawings and specifications. 

(4) Floor area. Enter total floor area in square 
feet, using outside measurements. Include square 
footage of basements used for storage, recreation, 
mess facilities, or any other purpose. Limit base- 
ments and attics included in base data to those 
having finished walls and floors and which are 
properly lighted and ventilated for constant use. Do 
not include ducts, unfinished floors, and partial base- 
ments. Include stairs, walls, partitions, and wall 
columns. 

56, Preparing WD AGO Form 5-49 

a. Purpose. Prepare an individual WD AGO 
Form 5-49 for — 

(1) Wharves, seawalls, ferryslips, jetties, bulk- 
heads, breakwaters, channels, docks, dock ware- 



1. STATION 

Ft School, Virginia 


2. DESIGNATION 

Miscellaneous structures - fences 


3. OAT £ 

10 November 1943 


4. DRAWING NO. ’ 

700-3110 


3. COST ACCOUNT C30E 

610-90 


6. BUILOING NO. 


DATE 

COMPLETED 


VOUCHER 

NUMBER 


DESCRIPTION OF STRUCTURE 


DIMENSIONS 


RASE 

DATA 


7/7/41 


V 48 


Fence, 8 V wood posts, 9' 6* total height 
Lr pt barbed wire spaced 4" apart (2 L strand 


mm 


ft 






Stockade around PCW area 
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houses, causeways, and similar structures along 
waterways and water approaches. 

(2) Utility structures such as meter and valve 
pits, elevated and ground storage tanks, pumping 
stations, impounding dams, settling tanks, trickling 
filters, sludge drying beds, percolation beds, ice 
plants, central heating plants, electric generating 
plants, and interconnecting piping between utility 
structures comprising a utility plant on one site. 
(For example: interconnecting piping in a sewage 
plant includes sewage conduits, recirculation lines, 
sludge, gas, and water piping together with man- 
holes and diversion boxes.) 

(3) Fortifications elements listed on WD ENG 
Form 290E. Record items listed on data sheets as 
miscellaneous structures. 

(4) All other miscellaneous structures including 
swimming pools, animal watering facilities, fences, 
walls, flagpoles, detached loading platforms and 
ramps, and fixed and permanent training aids. Do 
not confuse this form with WD AGO Form 5-47 
required for miscellaneous type buildings, or with 
WD AGO Form 661 for miscellaneous portable 
structures considered class P supplies. 

(5) When miscellaneous structures that make up 
the utility plant are housed in one building, attach 
appropriate WD AGO Forms 5-49 to building card. 

b. Posting to Card, (i) Date completed. En- 
ter actual or estimated completion date of construc- 
tion of original structure or changes. 

(2) Voucher number. Note voucher number as- 
signed to document from which posting is made. 

(3) Description of structure. Record structural 
material, details of construction and location neces- 
sary to identify the structure or define its function. 
For wharves, docks, ferryslips, and the like, note 
position in relation to ground and shore line. For 
utilities plants, enter on separate lines each func- 
tion of the structure. 

(4) Dimensions . Enter quantity and unit of 
size or capacity applicable to the function of struc- 
ture in accordance with the following: 

(a) Flagpoles. Height. 

( b ) Fences and zt alls. Height and length. 

(c) Reservoirs, tanks, and basins. Gallons to 
overflow elevation. 

( d ) Suction wells. Gallons to normal high 
water elevation. 

( e ) Sludge digestion tanks. Cubic feet when 
full. 



(/) Screen pits. S 

J . , , . . flZG t 

designed high water le 



3©tK»lef 



screen below 



( g ) Comminutor pits. GPM without surcharge. 

( h ) Clorigesters and hnltoff tanks. Gallons of 
settling compartment and cubic feet of digestion 
compartment to elevation 18 inches below slots. 

(l) Water filters. Square feet. 

(/) Trickling filters. Square feet of area and 
depth of rock in feet. 

( k ) Sludge drying beds, sewage aeration ponds, 
sand filters, and evaporation or seepage beds. Square 
feet. 

(/) Open-joint leaching fields. Linear feet of 
pipe. 

(m) Tozvers (for elevated tanks). Height from 
top of foundation to bottom of tank and height from 
foundation to overflow level of tank. 

(n) Stacks. Height from breeching to top and 
area at top. 

(0) Swimming pools. Length, width, depth. 

( p ) Seazvalls. Length, height, thickness. 

( q ) Seacoast fortification structures. As indi- 
cated on ENG Form 290E. 

(r) Channels. Length, width, and depth from 
natural ground level. 

(s) Wharves and ferryslips. Length and width. 

(5) Base data. Enter appropriate base data, 

quantity, and unit applicable to structure as defined 
in TM 5-602. This item does not apply to all types 
of structures. 

57, Preparing WD AGO Form 5-50 

a. Purpose. Prepare an individual WD AGO 
Form 5-50 (Real Property Record, Land) for each 
of the following: 

(l) Improved grounds as defined in TM 5-602. 

(2) Other post areas as defined in TM 5-602. 

b. Posting to Card, (i) Date completed. 
Record date of acquisition of tract as shown on 
deed, filing of declaration of taking, judgment in 
condemnation proceedings, or transfer form ; or 
date of completion of improvements as shown on 
authorization. 

(2) Voucher number. Enter voucher number 
assigned to document from which posting is made. 

(3) Description or name of tract. State name 
of tract as given in deed or on transfer form, or an 
appropriate description of land or improvement. 
When improved for specific post use, enter this in- 
formation. 

(4) Area in acres. Record acreage of tract com- 
puted to two decimal places. Enter leased and gov- 
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ernment-owned land in appropriate columns under 
this heading. 

58. Preparing WD AGO Form 5-51 

a . Purpose. Prepare an individual WD AGO 
Form 5-51 (Real Property Record, Roads, Walks, 
Parking Areas, Aprons and Runways, Railroads, 
etc.) for each classification of surfaced area listed 
below. 

(1) Concrete roads. 

(2) High type bituminous roads. 

(3) Low type bituminous roads. 

(4) Miscellaneous roads (gravel, stabilized). 

(5) Parking areas. 

(6) Open storage areas. 

(7) Walks (do not include covered or inclosed 
hospital walks). 

(8) Concrete airfield pavements. 

(9) High type bituminous airfield pavements. 

(10) Low type bituminous airfield pavements. 



(11) Miscellaneous airfield pavements. 

(12) Railroads. 

b. Posting to Card, (i) Date completed. 
Record date of acquisition, original construction or 
completion of change. 

(2) Voucher number . Enter voucher number of 
document from which posting is made. 

(3) Name or location of surfaced area. Enter 
name or location of area as shown on post lay-out 
map together with other remarks pertinent to the 
facility. 

(4) Material. Enter major material component 
of surface and base of surfaced area in columns 
under this heading. 

(5) Dimensions. Indicate total length , including 
bridges, culverts, and turnouts, and average width of 
surfaced area in columns under this heading. 

(6) Area. Enter total square yardage of sur- 
faced area. Do not use this column for railroad 
trackage or railroad trestles and bridges. 



1* STATION 

Ft School, Virginia 


2. DESIGNATION 

InproTed grounds 


3. OATt 

17 Noraaber 1943 
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Railhead in area 8. Leased from Southern 
Railroad at $750 per year 


t 0.84 






















































REAL PROPERTY RECORD - LAND | 



Figure 12. Real property record, land. v/ERSITY OF CALIFORNIA 



MO FOAM g.gO 

1 MOV 19H* U 



Digitized: by 



,o gie 























I APR 46 



TM 5-601 



59. Preparing WD AGO Form 5-52 

a. Purpose. Prepare a WD AGO Form 5-52 
(Real Property Record) for each utility distribution 
system listed below. 

(1) Water distribution system. 

(2) Sanitary-sewer collection system. 

(3) Storm-sewer collection system. 

(4) Electric overhead distribution system. 

(5) Electric underground distribution system. 

(6) Gas distribution system. 

(7) Steam distribution system. 

(8) Other distribution systems. 

b. Posting to Card, (i) Date completed . En- 
ter date of acquisition, original construction or com- 
pletion of changes. 

(2) Voucher number. Record voucher number 
assigned to document from which posting is made. 

(3) Description of distribution system. Enter 
all measurable parts of the system segregated as to 
size ; capacity ; material, such as water mains, valves, 
hydrants, manholes, catch basins, poles, street and 
flood lights, alarm boxes ,and the like. 

(4) Size and material of distribution lines. In- 



dicate size and major material component of mains, 
outfalls, cables, service drops, or other distribution 
lines. 

(5) Length. Enter total linear feet of each type 
and size of distribution lines from point of delivery 
or production up to building line. Record electric 
distribution system in terms of pole line or trench 
feet including service lines up to switching device 
in building. Exclude lines within utility structures 
and interconnecting lines between structures com- 
prising a plant on one site. These lines are con- 
sidered a part of the production plant. 

60. Numbering Buildings 

The following instructions pertain to the numbering 
of buildings at posts, camps, and stations and are 
published under the authority of AR 100-70. 

a. Assigning New Numbers. The post com- 
mander assigns building numbers. If there is no 
post commander, the resident engineer assigns 
numbers at the time of construction in accordance 
with the system prescribed below: 

(1) At new stations, divide reservation into geo- 
graphical areas. Assign different blocks of consecu- 
tive numbers to each area, with enough range to 



l 



1. STATION 

It School, Virginia 


2. DESIGNATION 

Miscellaneous roads 


3. OATE 

3 December 1943 


t. DRAWING NO. 

6946-162 Sheet 1 


$. COST ACCOUNT C00C 
612.30 


6. HAP NUMBER 

742.51 


DATE 

COMPUTED 


■as m 


RAHE OR IOC ATI OR 
Of SURFACED AREA 


MATERIAL 


OIMERSIORS (FT.) 


AREA 

(9Q.YD.) 


SURFACE 


BASE 


LENGTH 


WIDTH 


9/7/41 


V 332 


All areas 


8hale 


Stone 


15,154 


20 


33,696 








Shale 


Stone 


760,320 


18 


1,520,640 








Barth 


8hale 


115,956 


18 


231,912 
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1. STATION 

Fort School, Virginia 



3. DATE 1. DNANINS NO. 

21 October 1943 6946-150 Sht. 3 



z. designation Hater Distribution System, 
Mains and Services 



J. COST ACCOUNT CODE S. NAP NUNOEN 
620-10 946.48 



DATE 

COMPUTED 



OEsesimos of oimiwrioo system 



5/28/43 V572 Water Mains, 14 fire hydrants 



Laterals 




SIZE ABO HXTESIAL 
OF DISTRI WTIOS LINES 



6* cast iron galv 



3* cast iron galr 



2" cast iron galr 




3/4* cast iron galv 
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1. STATION 

Port School, Virginia 



3. DATE Y. DRAWING NO. 

22 October 1943 6940-106 Sht 4 



DATE 

COMPLETED 



2 . oEsiGNATtoNElectric Distribution Systm, 
Overhead lines and services 



3. COST ACCOUNT CODE 6. MAP NUMBER 

622-20 932*57 
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allow for expansion. Determine sequence of assign- 
ing numbers by location of buildings in each area. 
In assigning numbers, be sure to provide for adding 
new buildings between the old. 

(2) Assign as many blocks of 100 numbers as 
necessary to each area. For example, in an area of 
less than 100 buildings where future expansion is 
estimated not to increase the total to more than 100, 
assign 1 block of numbers, such as 1 to 99 or 100 
to 199. When there are more than 100 buildings in 
an area, assign as many blocks of numbers as 
needed, such as 1 to 199 or 100 to 399. Subdivide 
such areas and number buildings in logical sequence 
by groups. 

(3) Assign only a number to all permanent build- 
ings, such as 97, 298, 407. Assign numbers with the 
prefix T to all temporary buildings, such as T47, 
T382, T523. Number buildings in one series of num- 
bers, regardless of whether permanent, or temporary, 
for example; T221, T222, T223, T224. Temporary 
buildings include cantonment type construction, 
demountable buildings, and hutments. Give trans- 
ient identifying numbers to meet local needs to tent 
floors and winterized tents. Assign temporary num- 
bers to permanent type buildings in temporary 
camps. 

b . Changing Numbers. Do not change the 
number originally assigned to a building without 
approval of post commander. Notify service com- 
mand or air command headquarters and Chief of 
Engineers when changes in building numbers are 
made, so existing drawings and records in those 
offices can be corrected. Assign only one number 
to a building. Apartments, rooms, wings, or other 
subdivisions of buildings may be assigned identify- 
ing symbols for station administrative reasons. Do 
not consider such symbols a part of the assigned 
building numbers when reporting to higher author- 
ity. Consider hospital wards connected by corri- 
dors as separate buildings and assign building num- 
bers to each individual ward. 

c. Renumbering. This system of numbering 
does not apply for old established stations where 
renumbering at present would be impracticable. At 
such stations, prepare a master plan in accordance 
with the prescribed system, so buildings can be re- 
numbered as soon as possible. Assign numbers to 
new construction conforming to the master plan. 



61. Recording Damage to Public Buildings or 
Structures 

Record rehabilitation of damage to government 
buildings on real property record cards. Use a 
vouchered copy of document evidencing the work. 
List destroyed real property on WD AGO Form 
15 (Report of Survey) voucher it and post as a 
credit to property record card. The station com- 
mander takes action on these reports of survey ( See 
AR 35-6640.) Do not delay posting to real prop- 
erty record card pending receipt of approved sur- 
vey. 

62. Moving Buildings Intact 

a. Moving from One Location on Post to 
Another. Moving buildings on a post is consid- 
ered as new construction and is subject to the same 
cost limitations (See AR 100-70.) Include cost or 
value of building or facility being moved in indi- 
vidual project estimate (WD AGO Form 5-25). 
When a building is moved, correct the building num- 
ber and other information on real property record 
as outlined in paragraphs 53c and 60. When two 
buildings are consolidated into a larger one, assign 
one number to the consolidated building. 

b. Moving From One Post to Another. To 
move buildings intact from one post to another, get 
approval of commanding general of service com- 
mand or air force commander concerned and Chief 
of Engineers (See AR 100-70.) Include cost or 
value of building being moved in individual project 
estimate. Transfers involving two service or air 
commands, or a service command and an air com- 
mand, require mutual concurrence of interested 
headquarters. List buildings so transferred on an 
ENG Form 290 prepared in duplicate by post en- 
gineer who is transferring accountability. Use one 
copy for records of each accountable officer. Pre- 
pare additional copies required for information of 
higher headquarters as requested. 

63. Dismantling Demountable Buildings 

The dismantling of demountable buildings, either 
for return to stock, for erection at another site on 
the same station, or for transfer to another station, 
is considered as a salvage operation. Erection at 
another site is considered as new construction. 



Digitized by Google 



Original from 

UNIVERSITY OF CALIFORNIA 




TM 5-601 



I APR 46 



SECTION V 

INSTALLED PROPERTY RECORDS 



64. Purpose 

Installed property records show responsibilities of 
the post engineer, supplement real property records, 
and provide the accountable record of nonexpend- 
able class P supplies installed in or attached to build- 
ings or facilities. Records must always be up-to- 
date. Instructions in section IV relating to basis 
of records, leased property, conversions, changes, 
and records for each installation also apply to in- 
stalled property records. 



65. Preparing WD AGO Form 661 

a. Purpose. Record each item of repairs and 
utilities class P supply installed in or attached to a 
building or facility on WD AGO Form 66i. The 
appendix contains a typical list of repairs and utili- 
ties class P supplies. 

(i) Prepare a separate WD AGO Form 66i for 
each facility with installed or attached class P sup- 
plies covered by a WD AGO Form 5-47, 5-49, 5' 
50, 5-51, or 5-52. When a complete list of leased 
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WAR DEPARTMENT 

INSTALLED PROPERTY RECORD CARD 



BUILDING IDENTIFICATION SECTION 



Repairs and Utilities 



M 

Fort School, Virginia 



Arrnoj; type, and model 



x Woodworking machine 
Defalt model GE 



Ripsaw 



Planer 
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installed property is included in the lease, prepara- 
tion of form for this property is not required. Pre- 
pare a WD AGO Form 66i for government-owned 
nonexpendable supplies installed in or on leased 
premises. 

(2) Do not record installed property which is the 
responsibility of another technical service in the re- 
pairs and utilities section of installed property rec- 
ords. This property includes such items as X-ray 
machines, laundry, bakery, kitchen, mess, printing, 
ordnance, and signal equipment. The resident en- 
gineer transfers these items directly to appropriate 
section of installed property records. Transfer 
equipment of another technical service currently car- 
ried in repairs and utilities section of records to ap- 
propriate account on a War Department shipping 
document without delay. The appropriate account- 
able officer prepares and maintains installed prop- 
erty record cards of other technical services. Do 
not combine these with repairs and utilities section 
of installed property records. 



(3) Unless there _s a license providing otherwise, 
the Government has title to property purchased with 
nonappropriated funds and permanently attached to 
a building on a military reservation. Permanently 
attached property in this case means property which 
cannot be removed without substantial physical dam- 
age to structures or facilities as opposed to property 
that can be easily and readily removed without sub- 
stantial damage and therefore does not become a 
part of the real estate (see 997(2) JAG Op 1912- 
1940). Transfer such property to the post engineer 
and pick it up on repairs and utilities installed prop- 
erty records. For example, if installing a ventilat- 
ing fan requires cutting into the wall of a building, 
record the fan on the repairs and utilities installed 
property records. However, do not record theater 
seats procured from nonappropriated funds on the 
installed property record. Consider property trans- 
ferred to repairs and utilities installed property rec- 
ords as government-owned. 

(4) Consider miscellaneous portable structures, 
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such as wooden tent floors, portable kennels, coal 
bins, and portable sentry boxes, as class P nonex- 
pendable supplies and record them on WD AGO 
Form 661 as a supplement to the appropriate WD 
AGO Form 5-50. When these items are removed 
from installation and returned to warehouse or yard, 
list them on a debit WD AGO Form 5-102 and 
transfer them to WD AGO Form 5-104 as out- 
lined in chart 4. 

b. Heading of Installed Property Record 
Cards. ( 1 ) Card number. Enter serial number of 
WD AGO Form 661 when more than one card is 
required to list items installed in one real property 
facility. File the forms by building and structure 
number. 

(2) Account. Enter name of property account, 
repairs and utilities. 

(3) Station. Write in complete name of main 
post. 

(4) Building number. Enter number assigned to 
building or structure in which property is installed. 

(5) Building designation and location. Describe 
type of building or enter specific use for which it 
was built. When appropriate, indicate location. 

(6) Station (if other than account). Enter name 
of subpost or offpost facility when card is for prop- 
erty installed in a building off the main post. 

c. Preparing Columns, (i) Column 1, num- 
ber. Circle item number when balance is carried 
forward to next available line, as indicated in (10) 
below. 

(2) Column 2, article, type and model. Give 
standard nomenclature, major material component, 
if applicable; stock number; model number; stand- 
ard commodity classification; and any other perti- 
nent data. 

(3) Column 3, size . Indicate size or capacity as 
stamped on manufacturer’s nameplate, or designated 
capacity. 

(4) Column 4, name of manufacturer. Enter 
manufacturer’s name. When manufactured by other 
than commercial facilities, make appropriate refer- 
ence to requisition, work order, or other authority. 

(5) Column 5, unit value. If available, enter 
cost or value of units installed during original con- 
struction. Indicate unit cost of class P supplies in- 
stalled by post engineer as shown on stock record 
card. Do not include cost of supplies and labor inci- 
dental to its installation. 

(6) Column 6, date. Enter date of voucher 
showing completion of/original construction and of 

Digitized by VjOt iQlC 



any later additions or removals of property from 
the building. 

(7) Column 7, voucher number. Enter voucher 
number of document from which posting is made. 

(8) Column 8, quantity. Show number of units 
of identical type, size, and capacity included in en- 
try. Circle credit entries (removals). 

(9) Column p, balance. Indicate total number of 
the item (column 2) installed in the particular 
building. 

(10) Columns 10 to 13. In these columns, enter 
postings of additions and removals. Columns 10 to 
1 3 are the same as columns 6 to 9 inclusive. When 
six postings of an item have been made and another 
is required, list the item and its description (col- 
umns 2 to 5 inclusive) on next available blank line, 
either on same card or another card in the series 
for the building. Carry balance of items installed 
forward and continue postings as required. 

d. Converting to New Form. Either convert 
property carried on WD AGO Form 5-48 at one 
time to the new WD AGO Form 661 or, at the dis- 
cretion of the service commander, retire it systemat- 
ically as transactions are posted to installed property 
records. When following the latter procedure, con- 
vert to the new record at earliest possible date. 
When converted, assign Forms 5-48 a voucher num- 
ber and file them in voucher file pending examina- 
tion by property auditors. Post voucher number 
assigned to forms being retired in voucher column 
of the new form. 



66. Removing Items From Installation 

a. Return to Stock. When serviceable class P 
supplies are removed from installation for return 
to stock, the storekeeper lists the items and writes 
Return to stock on a debit WD AGO Form 5-102, 
prepared in triplicate and numbered in the regular 
series. Assign a voucher number, and post in quan- 
tity received column of WD AGO Form 5-104. 
(See chart 4.) 

b. Movement to Another Building. When 
moving installed class P supplies from one building 
to another on the post, voucher a copy of the work 
order authorizing movement. Use this voucher to 
delete the property from installed property record 
card for original building and to post it to installed 
property record card for second building. Postings 
to WD AGO Form 5-104 are not required. 

c. Seasonal Items. Delete installed class P sup- 
plies which are used only seasonally and are removed 
when not in use (such as stoye^.e^c^ust fans, and 
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semiportable air conditioning units) from WD AGO 
Form 661 when they are removed from installation. 
During off-season storage, record these items on 
Form 5-104 as a return to stock. Make an appro- 
priate due-out notation on stock record cards to elim- 
inate possibility of reporting items as excess. 

‘ d. Alternate Method. An alternate method of 
accounting for off-season class P items may be used 
when storage space is provided apart from the 
regular stock. Tag each item with appropriate 
building number without deleting it from installed 
property record card. Place a pencil notation on 
each applicable WD AGO Form 661 indicating off- 
season storage location. Then, install equipment in 



proper buildings during the use season and the 
Forms 661 are always correct. If for any reason 
an item is not reinstalled in the building indicated by 
the tag, prepare an appropriate voucher and make 
proper credit adjustment on the Form 661 for that 
building. Post to Form 5-104, Form 661 for an- 
other building, or transfer it to another accountable 
officer or record as appropriate. 

e. Removal Policy. The procedures outlined in 
c and d above are not to be interpreted to encourage 
or authorize removal of equipment when not in sea- 
son, but merely outline the accounting procedure to 
be followed in event of removal. 
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SECTION VI 

ISSUE PROCEDURE 



67. Authority For Issue 

AR 100-80 gives the post engineer or his designated 
assistant authority to issue supplies for repairs and 
utilities work and as may be required in connection 
with the combined maintenance plan. The post en- 
gineer is responsible for assuring that an accurate 
account of all issues is maintained and unauthorized 
issues are not made. Service and air force com- 
manders may provide further restrictions if desired. 

a. Expendable and Class P Supplies. Issue 
expendable supplies (except as noted in c below) 
and class P supplies from stock only on authority of 
an approved work order. Do not issue supplies for 
a work order on which the foreman has entered the 
completion date and has signed as completed. 

b. Nonexpendable Class M Supplies. Issue 
class M supplies only on authority of an approved 
property issue slip, WD AGO Form 446 (Property 
Issue Sheet). Section VII contains the procedure 
for issuing class M supplies. 

c . Supplies for Monthly Work Orders. Limit 
monthly work orders to the following predetermined 
types of expendable supplies : 

(1) Issue minor supplies required in operating 
post engineer shops and utilities plants on authority 
of monthly work orders authorizing operating the 
shop or plant only when it is impracticable to allo- 
cate the cost to a specific job work order. Limit 
these supplies to such items as lubricants, wiping 
rags, glue, acetylene and oxygen, cutting oils, and 
sandpaper. 

(2) Issue minor supplies required for preventive 
maintenance of facilities on the authority of monthly 
work orders authorizing the work. Limit these sup- 
plies to such items as those listed in paragraph (1) 
above and small quantities of minor repair items 
such as nails, screws, and door springs. 



AGO Form 5-102 or 5-103 using information 
shown on work order and stock locator cards as 
follows : 

a. Requisition Number. Number requisitions 
on storekeeper consecutively starting with number 1, 
a new series being started each fiscal year. When 
requisitions are prenumbered, use them in numerical 
sequence and account for each one. When there are 
several points of issue on the post, each one may use 
a separate series of requisition numbers, in which 
case assign each point an identifying letter symbol. 
Use this symbol as a prefix to requisition numbers 
of that point of issue. 

b . Date. Enter date form is prepared and mate- 
rials are issued. 

c . Account Code Number. Indicate the cost 
account code number shown on work order. 

d. Work Order Number. Enter serial number 
of work order authorizing issue, including symbol to 
identify new work, if such is assigned. 

e. Building or Facility. Indicate building num- 
ber or facility designation as shown on work order. 

/. Stock Number. Show standard or local stock 
number of item, as shown on locator card. 

g . Articles. Enter exact nomenclature as shown 
on locator card. 

h. Quantity. Enter quantity actually issued. Be 
sure the figure shown in quantity column pertains to 
unit by which issued. 

i . Unit. Enter standard unit of issue such as 
dozen, pound, and gallon, as shown on locator card. 
Show exact amount as gallon or pound, not as barrel 
or keg. 

j. Unit Price. (Inserted by stock record clerk.) 
Indicate current average unit price of item as shown 
on stock record card. 



68. Preparing Requisitions on Storekeeper 

When an approved work order WD AGO Form 
5—35 is presented, the storekeeper issues supplies 
required for the work, as determined by the fore- 
man. The storekeeper lists the items issued on WD 
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k . Amount. (Inserted by stock record clerk.) 
Multiply quantity issued by unit price and enter 
product. 

/. Issued by. Signature of storekeeper issuing 
items. 

Original from 
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Figure 18. Issue of class P supplies. 
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m. Received by. Signature of individual receiv- 
ing items. 

69. Processing Requisitions on Storekeeper 

Prepare WD AGO Forms 5-102 in triplicate and 
distribute copies as outlined in chart 

a. Distributing, (i) The storekeeper forwards 
original and duplicate copies at least once each day to 
stock record section. He is responsible that all re- 
quisitions prepared are accounted for by requisition 
numbers. 

(2) The storekeeper enters the requisition num- 
ber on back of work order, initials the entry, and 
attaches triplicate copy of requisition to work order. 
He gives the work order and triplicate copy of re- 
quisition to person receiving the supplies, for delivery 
to appropriate foreman. When monthly work orders 
are kept on file in the issue warehouse until expira- 
tion date, the storekeeper lists the requisition num- 
bers on back of work order, attaches triplicate copy 
of requisition to it, and turns all documents over to 
appropriate foreman when work order expires. 



(3) When a work order authorizing issue of sup- 
plies to organizations other than the post engineer is 
presented at the warehouse, the storekeeper retains 
the work order, enters completion date on it, attaches 
triplicate copy of WD AGO Form 5—102 to it, and 
forwards both to work order clerk. 

b. Posting, (i) The stock record clerk posts 
to the WD AGO Form 5-104 from the original copy, 
entering price information on both original and dupli- 
cate at time of posting. 

(2) When the form lists class P supplies, a 
voucher number is assigned in addition to the requisi- 
tion serial number. The voucher number is used in 
posting to the WD AGO Form 5-104. The informa- 
tion is then posted to installed property record cards. 

(3) The stock record clerk forwards the duplicate 
WD AGO Form 5-102, with all cost information 
completed, to the cost clerk. 

(4) The foreman checks requisitions when com- 
pleted work order is turned in, to assure that supplies 
drawn apply to the job and that all copies are at- 
tached. He enters completion date on original copy 
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of work order, attaches triplicate copies of requisi- 
tions on storekeeper, and forwards to work order 
clerk. 

c . Filing. File completed requisitions on store- 
keeper as follows : 

(1) File original copies in numerical order, ex- 
cept when class P supplies are listed. When the 
form lists class P supplies, the original is filed by 
voucher number in property voucher file. A simple 
memorandum is prepared showing only date, requisi- 
tion number, and voucher number. This memoran- 
dum is placed in the file of original requisitions to 
indicate location of vouchered form. 

(2) The cost clerk files the duplicate copies as 
directed in TM 5-602. 

(3) File triplicate copy with original copy of 
work order to which it pertains in file of completed 
work orders. 

(4) The storekeeper does not maintain files of 
WD AGO Form 5-102 except as noted in a (2) 
above, and then only until the work order is com- 
pleted. 

70. Preparing Summary Voucher for Class P 
Supplies 

When the volume of class P supplies issued daily for 
permanent installation warrants simplicity, vouchers 
may be prepared as follows : 

a. Form. Use a locally reproduced form similar 
to figure 19 (WD AGO Form R-5374) as a sum- 
mary of WD AGO Forms 5-102 listing units perma- 
nently installed. Enter date and requisition number 
of each Form 5-102 showing installation of class P 
supplies. By using this form, only one entry to 
voucher register is necessary for each group. 




b . Voucher Number. Assign the summary 
form one voucher number. Assign same voucher 
number to each of the Forms 5-102 attached. Use 
this one voucher number for all postings to both 
stock and installed property records. Write both 
Posted to installed property records and Posted to 
stock records; date of posting, and initials of posting 
clerks on each Form 5-102 as posted. 

c . File. File summary form with original copies 
of 5-102 attached in voucher file. 

71. Recording Class P Supplies Installed in 
Another Item of Nonexpendable Supply 

When an item of class P supply is issued for installa- 
tion or incorporation in another item of class P or 
class M nonexpendable supply and loses its identity, 
list it on WD AGO Form 5-102. The storekeeper 
makes the following notation on the requisition: 
For installation in ( name of equipment or item of 
class P supply ). The property section makes the 
following certification on the requisition when re- 
ceived : I certify that the item of class P supply in- 
dicated above , has been incorporated , as authorised 
by work order No — , in an item of nonexpendable 
supply which is properly accounted for. The ac- 
countable officer signs this certificate and vouchers 
and posts the Form 5-102 as an issue to WD AGO 
Form 5-104. 

a. Recording Changes. If the installation of the 
item changes the description of property, record 
necessary changes on stock or installed property 
records. 

(1) Adjust description of items accounted for on 
stock record cards by changing nomenclature, or if 
only one of several items recorded is changed, by 
making up a new card. 

(2) Adjust descriptions of items accounted for on 
installed property records by changing description 
recorded or by deleting one unit of items originally 
listed and adding new item. 

b . Removing Items. When removing items of 
class P supplies installed in other nonexpendable 
supplies, return them to storekeeper in regular man- 
ner. Make changes in description, if necessary, as 
indicated in a above. 

72. Recording Coal Issues 

A monthly work order may be issued for deliveries 
of fuel for uses authorized in AR 100-90. Prepare 
individual work orders for other issues, including 
sales of coal. 
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a. Delivery Ticket (coalyard superintendent). 
Use WD AGO Form 5-102 as a coal delivery ticket. 
Prepare and process it as follows : 

( 1 ) Prepare tickets in triplicate and number in a 
special series prefixed with the letter F. Prepare a 
separate ticket for each truckload of coal delivered. 

(2) For issues authorized by monthly work order, 
note point of issue, either stockpile or car, in space 
for account code number. Record the use, such as 
hospital, laundry, or other, in space for w T ork order 
number. Enter number of building or location of 
facility to which coal is to be delivered in space for 
building or facility. Enter exact description of type 
and size of coal as stock piled and amount delivered 
in appropriate columns. Sign ticket in space issued 

by- 

(3) For issues other than those authorized by 
monthly vrork order, record cost account code and 
work order number in appropriate spaces. Note 
point of issue just above account code number 
space. The use classification is not required. 

(4) Retain triplicate copies of delivery tickets as 
a record of issue until work order is completed. 
Forward them to work order clerk with completed 
work order. 

(5) Give duplicate to driver, who, when delivery 
is completed, writes Delivered , the date, and his sig- 
nature in space received by. He then returns dupli- 
cate to coalyard. 

(6) Match completed duplicate with origanal and 
forward both to property office the same day deliv- 
ery is made. 

(7) When an organization is authorized to draw 
coal and transport it in its own vehicles, prepare de- 
livery ticket as outlined in (1) and (2) above. 
Have duplicate receipted by representative of or- 
ganization and retain three copies for distribution 
as noted in (4) and (6) above. 

b . Monthly Abstract (stock record clerk). 
File irignals in numerical order to be abstracted 
monthly for posting to stock record cards. File 
duplicates by use classification for preparing monthly 
report of fuel issued by type of heating plant on 
WD AGO Form 5-55 (Reports Control Symbol 
EMU 69). Do not include issues for purposes other 
than those authorized in AR 100-90 in report on 
Form 5-55. Prepare a monthly abstract of amount 
of coal issued on WD AGO Form 5 _I0 3 - List 
amount of each type and size of coal separately so 
postings can be made to appropriate stock record 
cards. Make this abstract from file of original 
copies of delivery tickets. Prepare it in triplicate 
and process as a regular requisition on storekeeper. 
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73. Recording Return of Overissues 

When supplies issued on the authority of a work 
order exceed requirements of the specific job, return 
excess to warehouse promptly. 

a. List. Record supplies returned on a debit WD 
AGO Form 5-102 prepared in triplicate and process 
in accordance with chart 9. 

b. Work Order Number. Use same work order 
number and cost account code as those on which 
supplies were originally issued. 

c . Notation of Return. Make notation return 
of overissue on all three copies of form. 

d. Quantity. Post quantity returned in appro- 
priate issue column and encircle it. Add amount to 
previous balance in quantity on-hand column. 

74. Repairs and Utilities Shop Stock 

a. Purtose. Shop stocks are established to pro- 
vide efficient service and economical operation of the 
shop. The accounting procedure for such stocks 
must give detailed cost accounting information in the 
same manner as issues from the warehouse. Shop 
stock is used only for repairs and utilities work, not 
for issuing supplies to troops and other organiza- 
tions. The procedure given in this paragraph may 
also be used for shops under jurisdiction of the post 
engineer which are located at subposts or outposts. 
Establishing shop stocks is not mandatory. They 
are established only at shops where emergency work 
is performed when the warehouse is not open and at 
shops where the location, with respect to repairs and 
utilities warehouse, is such that a small stock of 
items used constantly in normal work would reduce 
man-hours required to draw separately the items 
needed for each work order. Shops are not author- 
ized to have on hand any supplies not accounted for 
as prescribed in this paragraph, except those drawn 
for specific work orders. 

b. Establishment. Commanding generals of 
service commands, ASF, and air force commands are 
authorized to permit establishment of shop stocks 
in repairs and utilities shops at stations under their 
jurisdiction. Additional construction, beyond pro- 
viding simple bins and shelves is not permitted. 
Commanding generals are responsible for seeing that 
shop stocks follow the provisions set forth above. 

r. Operation of Shop Stock. The post engi- 
neer supervises shop stock activities. Limit the shop 
stock level of various items to the quantity of ex- 
pendable supplies required for use by the shop dur- 
ing a definite period, not to exceed 7 days. Shop 
stock is a part of and not ,ii^ Edition to the station 
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stock and remains on the records of the accountable 
officer. Quantities shown on the shop stock list are 
known as the shop stock levels. 

d. Initial Issue of Shop Stock. The shop 
foreman prepares the list of items and quantity of 
each required for shop stock and the post engineer 
approves it. The foreman lists approved items on a 
property issue slip, WD AGO Form 446, showing 
complete nomenclature, stock number if available, 
and authorized level for each item. 

(1) He distributes the list, prepared in triplicate, 
as follows: 

(a) The post engineer property section retains the 
original as a record of the authorized shop stock 
control level. 

(fc) The foreman keeps the duplicate copy re- 
ceived with the initial shop stock. The foreman 
signs the following certificate on the last page of all 
copies of the original listing of shop stocks : 



Date 

I hereby certify that the above listed items were 
received by me for the establishment of a shop stock 
and will be accounted for in accordance with current 
directives. 

(Signed) (Shop) 

(c) The storekeeper files the triplicate as a check- 
list against later transfers to shop stock. 

(2) The shop stock list is not a credit voucher to 
the stock record account of the post engineer. Es- 
tablishment of a shop stock is a transfer of part of 
the post engineer's stock to the responsibility of the 
shop foreman. It affects neither the quantity on- 
hand column nor the control level on the WD AGO 
Form 5-104. The post engineer files the original 
signed shop stock lists and maintains it in a manner 
similar to a memorandum receipt jacket file. 

(3) So the net stock position of any item covered 
in the shop stock list can be readily determined for 



RETURN OF OVER ISSUES OF REPAIRS AND UTILITIES SUPPLIES 



Form: WD AGO Form S-101 or 10J 'Requisition oa Storekeeper* (Debit) 



CHART t 



STOREKEEPER I SHOP FOREMAN 




-Accepts Itm returned Md lloto 
m reqolsltloa worked *Rot«ra of 
over looao* 

code of requisition oa vklck 
Ito* oat arfplaal 1y Issued, 
•■niara la rofolor requisition 
torlos 

•Secures stpaetere of person rstui 
lap Itaas la space "Isssad tjr” 
wklck Is ckaaped to •Turned la If* 
-Sl f e. la spaca 'Received 9f 
•Delivers cap/ A to paraaa taralap 
la sappllaa 

•forwards capita I aad t ta stock 
record dork 




-Ravi 00 s reqolsltloa la llpkt of 
•ark ordar 

-Attackas copy 3 of rspolsltloa to 
cowpleted work ordar (VO A 00 Fans 
S-J 8 ) A forwards to work ordar 
aactloa for proeasslap as eot- 
llnqd In Ckart 1 




Return of overissues of repairs and utilities supplies. 

p Original from 

C UNIVERSITY OF CALIFORNIA 










TM 5-601 



I APR 44 



editing purposes or station control level information, 
the stock record clerk stamps the words shop stock 
level in the nomenclature box of each stock record 
card on which items of shop stock are recorded. 
Following the words shop stock level , enter in pencil, 
the current shop stock level. Enter changes in shop 
stock level bv erasing old level figure and entering 
the new. The shop foreman files the duplicate copy 
of the shop stock list in his file and is responsible, 
thereafter, that the quantity showm on the shop stock 
list is always on hand in the shop or that the items 
are accounted for. 

75. Accounting for Shop Stocks 

There are two methods of accounting for shop stock. 
This paragraph gives the usual procedure, while 
paragraph 76 includes an alternate method. 

a . Recording Issues. List items on a locally 
prepared form similar to figure 20. (See WD AGO 
Form R-5375.) 



(1) Prepare form in original only. I 

(2) Indicate work order number, cost account 1 
code, and building or facility number in appropriate 
columns. 

(3) Issues to several work orders may be listed on 
one form. 

(4) More than one issue to an individual work 
order may be listed and need not be listed consecu- 
tively. 

(5) Record net quantity of items used. Do not 
attempt to record small quantities issued to specific 
work orders. Include such quantities issued to spe- 
cific work orders. Include such quantities in issues 
charged to work orders requiring enough of an item 
to make an issue charge practicable. _ 

b. Replenishing Shop Stocks. Replenish shop 
stock at regular intervals, not exceeding 2 days. Use 
individual shop stock issue forms to secure stocks 
from warehouse. 

(1) Present the forms to storekeeper, who issues 
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items in exact quantity and nomenclature to shop 
foreman. 

(2) The storekeeper prepares individual WD 
AGO Forms 5-102 in triplicate for each work order 
indicated. List all items issued to each work order. 

(3) Sign and process the WD AGO Forms 5-102 
listing items issued from warehouse for replenish- 
ment of stock as prescribed in paragraphs 68 and 69. 
Xo special notation on the form is required if re- 
placement supplies are issued. 

(4) List items issued from shop stock but not 
available from warehouse for replenishment on a 
Form 5-102 as a regular issue. Make a special nota- 
tion on the form for items not replaced and adjust 
shop stock and level lists accordingly. If desired, 
issue and record a substitute item on the list. 

(5) The storekeeper signs and retains the shop 
stock issue forms as a check against shop stock activ- 
ities. 

76. Alternate Accounting Procedure tor 
Shop Stock 

Where qualified personnel are available and volume 



of transactions warrants it, use the following alter- 
nate method of accounting for shop stock : 

a. Issues. List items on a WD AGO Form 
5—102 prepared in triplicate by shop foreman. 

( 1 ) Stamp these forms shop stock. 

(2) Record work order, cost account code, and 
building or facility. 

(3) Record net amounts of items issued on each 
work order. 

(4) Do not number the requisition on storekeeper. 

(5) Sign the form in the space Received by. 

(6) Keep three copies until replenishment is de- 
sired. 

b . Replenishment. Use individual WD AGO 
Forms 5-102 to secure replenishment of items used 
from stock. Make this replenishment from ware- 
house at regular intervals, not exceeding 2 days. 

(1) Present forms to storekeeper, who issues 
items listed in exact quantity and nomenclature. 

(2) Make sure storekeeper numbers requisitions 
in the regular series and signs them in the space 
Issued by. 

(3) Process copies of form in regular manner. 
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SECTION VII 

MEMORANDUM RECEIPT PROCEDURE 



77. Purpose 

Memorandum receipts transfer the responsibility, de- 
fined in AR 35-6520, to the individual to whom sup- 
plies are issued. The individual who signs a mem- 
orandum receipt is responsible for items listed on it 
until they are returned, unless he is otherwise re- 
lieved of responsibility by Army Regulations^ 
a. Accountable Record of Memorandum Re- 
ceipt Supplies. Accountability is not transferred 
by memorandum receipt. Maintain the accountable 
record of serviceable repairs and utilities class M 
supplies, both quantity in stock and quantity issued 
on memorandum receipt, on WD AGO Form 5-104. 



The stock record card always shows the amount on 
hand available for issue and the amount issued on 
memorandum receipt. Total accountability of the 
post engineer for an item of class M supply is the 
sum of the balances in the total issues on Mem/R 
and the quantity on-hand columns. Do not maintain 
any other stock record of accountability for class M 
supplies. 

b. Items Issued on Memorandum Receipt. 
Normally, memorandum receipts list only items of 
class M nonexpendable supplies. The storekeeper 
issues supplies only on authority of the post engineer 
or his designated assistant. The post engineer may 
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require memorandum receipts for other property 
which, in his opinion, require special control or pro- 
tection. 

c. Persons to Whom Issued. Repairs and utili- 
ties supplies are normally issued to individuals of 
the post engineer’s organization for repairs and 
utilities functions. Items required for operating a 
shop or crew are issued to the responsible indi- 
vidual in charge, who may require hand receipts 
from laborers. Issues to responsible officers of oth- 
er organizations are authorized for repairs and utili- 
ties work or responsibilities, or when items are 
available and the issue does not interfere with re- 
pairs and utilities operations. Issues outside the post 
engineer organization are made only to responsible 
officers. 

d. Basis of Issue. Class M supplies are normally 
issued as required and not on the basis of Tables 
of Allowances, Tables of Equipment, or other pub- 
lished allowances. 

78. Memorandum Receipt Forms 

a. Preparing Forms. Issue repairs and utilities 



class M supplies on property issue slips, WD AGO 
Form 446, and return them on property tum-in 
slips, WD AGO Form 447. Prepare forms in trip- 
licate and process them through the repairs and 
utilities property office, post engineer, and ware- 
house in accordance with charts 10 and 11. 

b. Filing the Forms. Assign a memorandum 
receipt account number to each individual to w r hom 
memorandum receipt property is issued. Use the 
memorandum receipt account number to maintain 
a jacket file of WD AGO Forms 446 and 447 for 
each responsible individual. Maintain an alphabetic 
register of responsible individuals with their ac- 
count number to aid in locating jacket files. Attach 
one copy of each WD AGO Form 446 to right-hand 
side of jacket file and fasten one copy of each WD 
AGO Form 447 to left-hand side. Prepare a con- 
solidated memorandum receipt listing net responsi- 
bility of each individual at least once each 6 months, 
preferably at the completion of the semiannual stock 
inventory. After this consolidated listing is signed, 
place all previous debit and credit documents to 
the account in an inactive file for examination by 
property auditor. 
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79. Posting to Stock Record Card 

a. Issue. Post suppies issued on memorandum re- 
ceipt to WD AGO Form 5-104 from WD AGO 
Form 446 as follows : 

(1) Post account number of responsible indi- 
vidual as outlined in paragraph 78 above in refer- 
ence column. 

(2) Post quantity issued as indicated on WD 
AGO Form 446 in quantity issues on Mem/R col- 
umn. 

(3) Add amount of each individual posting to 
previous total recorded in total issues on Mem/R 
column and subtract from previous amount recorded 
in quantity on-hand column. 

(4) Memorandum receipt issues do not affect 
value and average unit cost, since such issues are 
not costed. Total accountability for the item re- 
mains unchanged. 

b. Returns. Post supplies returned from mem- 
orandum receipt to WD AGO Form 5-104 from 
WD AGO Form 447 as follows: 



(1) Post account number of responsible indi- 
vidual to reference column. 

(2) Post quantity returned as indicated on turn- 
in slip in quantity issues on Mem/R column. En- 
circle entry to indicate a return. 

(3) Subtract amount returned from previous to- 
tal recorded in total issues on Mem/R column and 
add to previous total in quantity on-hand column. 

80. Typical Postings to Stock Record Card 
for Class M Supplies 

a. The following information was entered on the 
stock record card illustrated in figure 23 when it 
was made up on 1 1 February. 

(1) Check, indicating classification as class M 
nonexpendable other than power-operated mainten- 
nance equipment. 

(2) Location, station control level, nomenclature, 
unit, and stock number. 

(3) Due-in posting of 1/14 indicating a balance 
of 15 still due on purchase order 782 (see fig 5). 
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(4) Balance brought forward (entry of 2/11) 
showing total issues on Mem/R quantity and value 
on hand, and recomputed average unit cost. 

b. Later postings are as follows (by date) : 

(1) 2/15 — Issue to Mem/R account No. 10. 
(See fig. 21.) 

(2) 2/17 — Return from Mem/R account No. 17. 
(See fig. 22.) 

(3) 2/20 — Receipts of final partial delivery on 
purchase order 782. Note balancing out to zero of 
due-in entry. Average unit cost was recomputed 
and increased 1 cent because of higher cost of this 
purchase. (See figs. 5 and 7.) 

(4) 2/20 — Due-out posting from excess report 
No. 1770. (See fig. 31. ) 

(5) 2/27 — Return from Mem/R account No 6. 

(6) 2/28 — Posting of inventory overage (red 
entry). Total cost recorded indicates items are 
picked up at current average unit cost. (See fig. 
26.) 

(7) 3/8 — Transfer of nonrepairable shovels to 
salvage officer. 

(8) 3/9 — Stock level reviewed and established at 
360. Reorder point established at 354. 

(9) 3/14 — Shipment of portion of shovels re- 
ported excess on instructions received from the 
service command engineer. Note posting in due-out 
section. (See fig. 27.) 

(10) 3/15 — Issue to Mem/R account No 3. 

(11) 3/16 — Issue to Mem/R account No 10. 

(12) 3/15 — Correction of posting on Mem/R 
account No 3. Issue overstated by three items. 
Correction encircled since original posting was de- 
creased. Total issues on Mem/R and quantity on 
hand adjusted accordingly. Total value on hand 
not affected. 

(13) 3 / 8 — Correction of posting on voucher 
1160. Transfer to salvage officer understated by 
one item. Note adjustment in value on-hand 
column. 

(14) 3/20 — Quantities on hand reviewed and 17 
additional declared excess. 

81. Lost or Unserviceable Class M Supplies 

Relief from responsibility for supplies that become 
unserviceable while issued on memorandum receipt 
is obtained as follows : 

0. Unserviceable through Fair Wear and 
Tear. Items becoming unserviceable through 
normal use through no fault of the responsible in- 
dividual are repaired or relief ^iom responsibility 
is obtained as provided to paragraph 10 2b. 



b. Unserviceable Through Causes Other 
Than Fair Wear and Tear, or Lost. The re- 
sponsible individual signs a statement of charges or 
initiates a report of survey as prescribed in TM 
14-904 for property held by him on memorandum 
receipt which has suffered damage through causes 
other than fair wear and tear, or has been lost. 

(1) Assign WD AGO Form 447 issued in ac- 
cordance with TM 14-904 a voucher number and 
post that number and memorandum receipt account 
number in reference column of stock record card. 
Post quantity lost or destroyed in new work-trans- 
fer column. 

(2) Do not use an inventory adjustment report 
to adjust amounts in quantity issues on Mem/R or 
total issues on Mem/R columns. 

82. Adjusting Memorandum Receipt 
Accounts 

The preparation of consolidated memorandum re- 
ceipts as required by paragraph 78 serves as an in- 
ventory of each responsible individual's account. 
Correct any errors discovered at that time or at any 
other time as follows: 

a. Overages. Prepare a property issue slip list- 
ing any overages and obtain signature of responsible 
individual. Assign a voucher number to it and post 
by voucher and Mem/R account number to quan- 
tity received column of stock record card. Add to 
quantity in total issues on MR column. Do not 
change quantity in total on-hand column. Make 
proper adjustment in value on-hand column. 

b. Shortages. Use method prescribed in para- 
graph 81 b. 

83. Transferring Accountably 

Drop class M supplies from stock record card when 
an item is transferred to another accountable officer 
on a WDSD. 

a. Turn over nonreparable items worn out through 
fair wear and tear to salvage officer on property 
turn-in slip. Post quantity turned in to the R and U 
use issues column from vouchered copy of WD 
AGO Form 447. 

b. Adjust quantity on-hand column on basis of 
inventory counting slips. Prepare and submit an 
inventory adjustment report for approval as pre- 
scribed in AR 35-6520 and detailed in section VIII. 

84. Procedure for Issuing to Other Than Post 
Engineer Organization 

When class M supplies are issued* on memorandum 
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receipt to individuals outside the post engineer or- 
ganization, prepare a WD AGO Form 446 in 
triplicate and process in manner prescribed in pre- 
ceding paragraphs. Indicate justification of request 
and purpose for which items will be used. 

85, Closing Memorandum Receipt Accounts 

a. Methods. Memorandum receipt accounts are 
closed either by returning the items and issuing a 
credit memorandum receipt or by completely trans- 
ferring responsibility for the items from one in- 
dividual to another. 

b. Transferring Responsibility, (i) Trans- 
fer responsibility by — 

(a) Preparing a consolidated memorandum re- 
ceipt in duplicate, one copy acting as credit to orig- 
inal individual’s account and duplicate opening or 
adding to new individual’s account. 

( b ) Indorsing from original to new individual’s 
account, either by a covering memorandum or by 



individual indorsement of existing property issue 
slips. 

(2) Do not make entries on stock record cards 
when there is no change in total quantity of sup- 
plies issued on memorandum receipt. Note transfer 
of responsibility by appropriate cross reference of 
account numbers in jacket files of responsible in- 
dividuals. 

(3) Do not reassign memorandum receipt account 
numbers to another individual within same fiscal 
year. 

86. Property Held on Memorandum Receipt 
by Post Engineer 

Maintain a jacket file of property issue slips show- 
ing receipt of items issued on memorandum receipt 
to post engineer by another accountable officer. Do 
not carry these items on repairs and utilities stock 
record cards. When items are reissued by post engi- 
neer on hand receipt, file such receipts in this jacket 
file. 
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SECTION VIII 

INVENTORIES AND PROPERTY RECORD ADJUSTMENTS 



87. General 

Adjustments to a property record are often neces- 
sary because of undiscoverel posting errors or gains 
or losses due to errors in operation. ( See AR 
35—6520.) To discover and adjust such errors, take 
periodical inventories of all classes of property. 
When necessary, post the adjustment to the prop- 
erty record from WD AGO Form 444, (Inventory 
Adjustment Report), or WD AGO Form 15 (Re- 
port of Survey). Act on inventory adjustment re- 
ports within 10 days after date the inventory and 
adjustments were posted to stock records. Prepare 
a report of survey for items on an inventory ad- 
justment report which are not approved by the re- 
viewing officer because they appear not to be an 
operating adjustment. Survey losses which appear 
to arise out of other than normal operations. Make 
adjustments to real property records on ENG Forms 
,290 for overages and WD AGO Form 15 for 
shortages. 



88. Inventory of Real Property and Adjust- 
ment of Records 

Make an annual inventory of all items on real prop- 
erty records, including a check of description, ca- 
pacity, and base data of building, system, or other 
facility for which the post engineer is accountable. 
Correct any errors in description on appropriate 
record cards and adjust any discrepancies in ca- 
pacity or base data as outlined in a and b below. In 
addition to notations made on real property record 
cards as described in a and b below, prepare an an- 
nual statement stating that the physical check of 
real property has been made and property records 
have been corrected accordingly. File this statement 
with real property records. Do not make detailed 
measurements each year of utility lines, road beds, 
land area, or buildings. Make only a visual inspec- 
tion to see that items recorded are in place and that 
any additions or deletions are properly recorded. If 
the data recorded seems incorrect, take exact 
measurements and establish accurate records. 

a . Source op Adjustment. ^ When an error in 



real property records is disclosed, determine whether 
the error is caused by errors or omissions in previous 
postings. 

(1) If an overage or shortage is disclosed and 
the transfer document covering the item can be 
found, make correct posting to real property record, 
using voucher number originally assigned to trans- 
fer document. 

(2) If quantities shown on original document are 
in error of if source of error cannot be determined, 
adjust records as follows: 

(a) List overages on WD ENG Forms 290 and 
process one copy in a manner similar to that pre- 
scribed in paragraph 17. Enter notation to adjust 
an inventory overage on form and voucher and post 
it to real property records. 

( b ) List shortages on WD AGO Form 15 pre- 
pared in accordance with TM 14-904. Voucher 
and post copy of report of survey as a deletion from 
real property record card. Such reports of survey 
and those covering damage caused by disaster are 
processed in accordance with AR 35-6640. 

b. Posting of Adjustments. Post inventory 
adjustment entries to appropriate columns of real 
property record cards as follows : 

(1) Post date of inventory in date column. 

(2) Post voucher number assigned to transfer 
of new construction form or report of survey in 
voucher number column. 

(3) Post data relative to area, size, and material 
in applicable columns. 

(4) Enter notation inventory adjustment . 

(5) Make entries on next available line following 
last regular posting. Post additions to record in 
black and deletions in red. 

(6) If an adjustment to a record card is not re- 
quired, do not make a notation of inventory on in- 
dividual cards. 

89. Inventory of Installed Property and Ad- 
justment of Records 

Make an inventory of all installed! repairs and utili- 
ties property atljMasF =pjic“e eiaeh fiscal yc|ar either 
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REPO RT OF SU RVEY 

Engineer Property Poat Eng ineer, Fort Schoo l, Virg inia 

{Class of property, ordnance, medical, etc ) (Stock record account and station) 

Accountable officer A.*-.? 1 .? Date 



articles > 


QUANTITY 


3 wire #8 eleotrioal servioe 


240 lin f* 


drop 8 in Area 5 






















Grand total 4 



DispoamoN • 




DATE AND CIRCUMSTANCES » 

An inventory of real property taken on 15 February 1945 indicated that 
the real property record card for overhead eleotrio distribution lines 
overstated the total length of 3 wire Ho 8 servioe drops by 240 linear 
feet* An investigation indicated that the overage was listed on the 
transfer of new oonstruotion fora (voucher 482, 1941) by the resident 
engineer and subsequently posted to the real property record. 



AFFIDAVIT 

I do solemnly swear (or affirm) that the 
articles of public property shown above 
and/or on attached sheets weTO lost, 
destroyed, damaged, or worn out in the 
mann er stated, while in the public service. 



CERTIFICATE • 

I cnjtTTTT that the loss, destruction, damapo, or un- 
rcrvicoability of the articles of publio property shown 
abovo, and/or on attached sheets, was caused in tho 
manner stated and without fault or neglect on my part, 
and that each article listed with a view to elimination 



-anner stated, while in tho ] 

A* L. Ness 



by destruction baa been examined by mo peraonaily, 
has never been previously condomned, ana is, in my 
opinion, worthless for further public uso. 



(Signature) 

L t « Col.ji CE 

(Grade and organization; 

Subscribed and sworn to (or affirmed) be- 
fore me atF.Q. rt...S. a ho olj. . Va,. 

thra of Ffl)? a. — — , 191.5... 



(Orade and organization or title; if notary public, affix 
seal) 



27 February 1946 

Approved to relieve all 
concerned of accounta- 
bility for item listed. 

By authority of the 
Secretary of War. 



(Grade and or?., accountable or responsible officer) 

Hq 

Station . Fort § oho ol* . Va, 

Date .... ?l..Fohriiftry..i.94.5. 

To Po s t; o rder37/4§ 



who is appointed surveying officer. 

By order of 



/if. J\ Holland 
nrig. General, USA 
Commanding 

Property Voucher No.lUrr 



W. D.. A. O. O. Form No. 15* 

15 October 1W3 

• This Form supersedes W. D. # A 9. O. Farm No. 15, 15 July 1935, which may be used until existlns stocks arc exhausted. 



Digitized by 



Report of survey for shortage in real property inventory . 
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* 







ENTORY 



ITEM 



INVENTORY 

BALANCE 



OVER 



Furnace, Lenox AC 635 



Fountain, drinking, white porcelain 



Heater, hot water. Pierce Butler 



Urinal P Trai 



Toilets# Flush, complete 



Lavatories, complete 



cement 



Storage tank, hot water 



COUNTED 






CHECKED BY 



SLIP NO. 



VOUCHER NO. 



> 

INSTALLED PROPERTY 



BUILDING NO. OR 
FACILITY __T547 

DATE _ 5_Feb_ 1945 




NOTE: APPROVED ADJUSTMENT FORMS AND COUNTING SLIPS FILED 
IN VOUCHER FILE AFTER APPROVAL BY POST COMMANDER 



Digitized by 



Fiaure 25. Inventory com tin q slip for installed property. 

Original from 

UNIVERSITY OF CALIFORNIA 



4 

Google 
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by making a complete inventory or by taking in- 
ventories of selected areas, if all facilities are cov- 
ered during the year. Use locally prepared count- 
ing slips or building inspection reports in recording 
results of inventory. Figure 25 shows a suggested 
inventory counting slip for installed property. 
Process these counting slips in a manner similar 
to that for counting slips pertaining to stock. In 
posts where a building inspection is made when 
organizations or individuals are moved, make the 
inventory in conjunction with building inspection 
and use building inspection report as an inventory 
couting slip. 

a. Overages. If an inventory overage is discov- 
ered, make an immediate investigation of source of 
property. 

(1) If it can be determined that the property 
was received by the using service as a part of prop- 
erty included on a WD ENG Form 290 or similar 
document, post the appropriate adjustments to 
WD AGO Form 661. Enter voucher number of 
original transfer document in voucher No column. 

(2) If it can be determined that the property 
was installed by the post engineer, check appropriate 
WD AGO Form 5-104 to insure property is 
dropped from stock records. 

(a) If item is dropped from WD AGO Form 
5-104 but not picked up on WD AGO Form 661 , 
post it to installed property record, using same 
voucher number by which it was dropped from 
stock record. 

( b ) If item is not dropped from WD AGO 
Form 5-104, assign the requisition evidencing issue 
a voucher number and post to applicable stock and 
installed property records. 

(3) If source of error is difficult to determine, 
list overages on WD AGO Form 444 and shortages 
on WD AGO Form 15. Assign counting slips a 
voucher number and post to applicable WD AGO 
Forms 661. Post adjustments on next available 
posting space in installation and removal section of 
rard. Prefix voucher number with letter I. Process 
report of survey the same as adjustments to real 
property records. Encircle postings in quantity 
column adjusting shortages. Assign WD AGO 
Forms 444 or 15 used in connection with inventory 
adjustments the same voucher number as that as- 
signed counting slips. 

b. Transfers. List transfers of property from 
one building to another which are not properly re- 
corded on WD AGO Form 444 as balancing over- 
ages and shortages and make adjusting postings. 
If shell adjhstAifjBQar^lile' to unauthorized trans- 



fers by using organizations, make a notation to this 
effect on Form 444. Take necessary administra- 
tive action to prevent future unauthorized transfers. 

c. No Adjustments. If no adjustments are re- 
quired on Form 661, write date of annual inven- 
tory and word inventory on next blank line on 
card. 

90. Inventory of Stock and Adjustment of 
Records 

TM 38-403 gives, in general, the inventory and ad- 
justment procedures for repairs and utilities sup- 
plies. Make all entries on stock record cards per- 
taining to inventories in red. Do not use red for 
other entries on stock record cards. If inventory 
indicates that no adjustment is necessary, enter date 
of inventory in date column, notation inventory 
m reference column, and quantity counted in bal- 
ance on-hand column of stock record card. Of the 
methods described in TM 38—403, the open ware- 
house method is most commonly used by post 
engineers since the closed warehouse method is 
usually not feasible. Inventory repairs and utili- 
ties supplies in stock at intervals prescribed in sec- 
tion X. Before starting an inventory, arrange 
stock and identify it as prescribed in section XI. 

a. Procedure, (i) Establish an inventory dead- 
line date or voucher number. Post all transactions 
before that date or voucher number and reserve 
next blank line for inventory postings. Post all 
entries and adjustments pertaining to transactions 
after deadline date on line following that reserved 
for inventory postings. In this case do not cam 
down balances on hand until inventory is posted. 

(2) Post inventory results within 48 hours fol- 
lowing completion of inventory. For cycle inven- 
tories, keep inventory postings up to date as each 
class or each part of inventory postings is com- 
pleted. To do this, designate days for removing 
counting slips from bins and forwarding to prop- 
erty section for posting and preparing adjustment 
vouchers pertaining to that portion of inventory. 

(3) When an inventory of all or any part of the 
stock is made by the closed warehouse method, for- 
ward WD AGO Forms 5-124 (Inventory Counting 
Slips) to property section as soon as verified, so 
postings can be made concurrently with inventory. 
This slip provides a method for making a location 
survey with the inventory. 

(4) Enter quantity counted in balance on-hand 

column of stock record card regardless of whether 

Original n i m & : 

it agrees \yith ppv-iqu^ balance : .op hand ant 




I APR 46 



TM 5-601 



INVENTORY ADJUSTMENT REPORT 



8cmr Branch 



Fort School, Virginia 



Post Engineer 



fttPO&f No. Inv intort 

^ Adjustment 

1T7 Voucher No. 



NOMENCLATURK 



682 42-6028. 

100 



708 42-4912.! 

060 



713 L41-7487. 

400.200 



740 CL 42 



Nall, wire, steel, F5 FFN - 
101, cooraon, class 11A, bright 
lOd. 

Hinge, T-FS-FF-H-116, steel, 
wrought, heavy type, 2208, 

6 *. 

Shovel, general purpose, FS 
000 S-326 round point, type 
IV, long handle, 9" x 11" 

Bolts, barrel 4$, Japaned. 



630 39 *t Ui 

( 1 . 56 ) 



6 at 27| 
(1.62) 



3 *t *1, 

(4.53) 



7 at 154 
(1.05) 






ale ** 






(Posting notation not required 
since adjustments are posted 
from individual counting slips) 




I cxbtift that the above inventory adjustments are necessitated by differences between the balances as recorded on the stock 
>rd cards and the balances counted on the physical inventory made on 9 5 ZflJbJSU&iy ^94? 

Authority is requested to reflect the above adjustments on the stock record cards of the namedstation supply branch. 




Digitized b‘ 



v Google 



Figure 26. Inventory adjustment report , 



Original from 

UNIVERSITY OF CALIFORNIA 
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whether it indicates a shortage or an overage. Post 
quantities in excess of previous stock record bal- 
ances in quantity received column of stock record 
card. Post shortages in new work-transfers column 
of card. 

(5) Post voucher number assigned to counting 
slips and adjustment report in reference column. 
Post adjustments from counting slips at once; do 
not delay pending approval of inventory adjust- 
ment reports or reports of survey. 

(6) Show inventory adjustments pertaining to 
class M property by making appropriate changes 
in quantity on-hand column. 

(7) Change basic noun of nomenclature by list- 
ing old nomenclature on an inventory adjustment 
report as a shortage and listing correct nomen- 
clature as an overage. Voucher adjustment report 
and make appropriate postings to old and new 
cards. 

(8) Change description part of nomenclature by 
striking out incorrect description and entering cor- 
rection immediately adjacent on stock record card. 
No inventory adjustment report is necessary. 

(9) When several cards listing same item under 
different nomenclatures are discovered, list incor- 
rect nomenclatures and their balances as shortages 
on adjustment report and list correct nomenclature 



and total amount as overage. Bring balances on in- 
correct cards to zero. 

b. Inventory Adjustment Report. After com- 
pleting inventory and determining necessary adjust- 
ments, prepare an Inventory Adjustment Report, 
WD AGO Form 444. (See fig. 26.) Indicate unit 
and total cost of each item over or short. Do not 
use these forms for adjustments to individual memo- 
randum receipt accounts and do not make postings 
to issues on Mem/R column from them. When a 
posting of inventory adjustments extends over the 
end of a month, prepare adjustment report covering 
counting slips posted to stock record cards through 
last day of month. This enables cost section to 
show accurately all property adjustments in inven- 
tor)' accounts as of the close of business on last 
day of month. Prepare an adjustment report at 
any other time during month when necessary. 

91. Reports of Survey 

Prepare a report of survey, WD AGO Form 15, 
when required in accordance with TM 14-904. 
Use WD AGO Form 15-1 to record and adjust dis- 
crepancies in shipments or damage to items in 
transit. Post to stock records quantity of service- 
able items actually received. Assign shipping docu- 
ment and report of survey the same voucher num- 
ber and file in voucher file. 



Digitized bj 



Google 



Original from 
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SECTION 

DISPOSITION OF 



IX 

PROPERTY 



92. General 

This section outlines various methods for dropping 
or transferring accountability for repairs and utilities 
property from accountable records of post engineer. 
Property accountability does not end until property 
is transferred to another accountable officer or until 
items of property are dropped from accountability on 
valid vouchers in accordance with regulations. It 
does not end by merely placing responsibility for its 
custody and safekeeping with other individuals. The 
post engineer is not relieved of accountability ex- 
cept by an authorized document showing that prop- 
erty or supplies were consumed or incorporated in 
the work; transferred to another accountable officer; 
transferred from jurisdiction of War Department; 
worn out beyond repair through fair wear and tear ; 
or destroyed or damaged, in which case relief from 
responsibility must be obtained by the responsible 
person in accordance with AR 35-6640 and TM 
14-904. 

a. Class P Supplies. The transfer of supplies 
from stock record account to real or installed prop- 
erty record account does not relieve the post engineer 
of accountability. The accountable record for class 
P supplies issued for installation is merely trans- 
ferred from stock records to installed property rec- 
ords as prescribed in AR 35-6520. 

b. Expendable Supplies. Expendable supplies 
issued from stock are dropped from records in ac- 
cordance with AR 35-6620 because they are con- 
sumed or incorporated in real or installed property 
or other supplies. Where expendable supplies are 
used to manufacture or construct nonexpendable 
items of supplies or real property, the items manu- 
factured or constructed are picked up on appro- 
priate records. 

93. Disposing of Real Property 

The following actions enable the post engineer to 
remove real property from accountable records: 
salvage or sale of buildings or improvements, trans- 
fer to another War Department component or gov- 
ernment agency, cancellation or ^ejxpiration of lease, 



and transfer of a surplus installation to Chief of 
Engineers. 

94. Salvage, Relocation, Dismantling, or Sale 
of Buildings and Improvements 

a. General. Except as provided in paragraph b 
below, government-owned buildings and improve- 
ments ordinarily considered as real estate are dis- 
posed of only under specific authority of Congress 
and in accordance with procedure prescribed by 
Procurement Regulation 7- A. 

b. Salvage, Relocation, Dismantling, or 
Sale. Buildings or improvements (whether tem- 
porary or permanent) other than fortification ele- 
ments not classified as surplus by proper authority 
may be salvaged, relocated, dismantled, or sold by 
Chief of Engineers or his duly authorized repre- 
sentative provided the structures come within one of 
the following classifications : 

(1) Damaged or unsuitable for the public serv- 
ice. 

(2) Cannot be kept in repair at a reasonable cost. 

(3) Dangerous to life, likely to damage adjoin- 
ing structures, or have become hazards or nuisances. 

(4) Occupies or interferes with sites needed for 
new construction or for other military purposes. 

(5) Interferes with efficient operation of installa- 
tion. 

(6) Needed for use at other sites or for sal- 
vage of materials for use by War Department. 

c. Processing Requests for Approval of Dis- 
posal of Buildings and Improvements. Enter 
buildings or improvements to be salvaged or sold on 
WD AGO Form 337 (Request for Approval of Dis- 
posal of Buildings and Improvements), detailing 
pertinent condition or conditions listed in b above 
which warrant disposal action. Attach list of all in- 
stalled property which is fixed in place in or attached 
to buildings or improvements. Commanding officer 
of installation indorses his recommendations on re- 
quest and forwards it as follows : 

(1) From class I and IJ installations (AR 
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170-10), send request to commanding general, serv- 
ice command. When approved by commanding 
general, service command, he forwards request to 
division engineer with appropriate recommendations. 

(2) From class III and IV installations (AR 
170-10), send request to chief of using service, or 
to officer authorized to make a recommendation 
thereon in his name who after indorsing his recom- 
mendation forwards request to division engineer. 
For chapels, he obtains clearance from Chief of 
Chaplains, before forwarding request to division 
engineer. 

d. Approval, (i) Chief of engineers or his duly 
authorized representative approves request for ap- 
proval of disposal of buildings and improvements 
and takes all final action to salvage, relocate, dis- 
mantle, or sell property in accordance with au- 
thorized procedure. Approval includes disposition 
instructions for installed property shown on list at- 
tached to request for approval of disposal of build- 
ings and improvements. Disposition of installed 
property under control of another technical service 
is coordinated with chief of service involved. 

(2) After final action, one copy of request for 
approval of disposal of buildings and improvements 
with all supporting papers is returned for property 
records of accountable officer and one copy is re- 
tained by division engineer. 

e . Procedure for Salvage, Relocation, Dis- 
mantling, or Sale. Procedure for salvage, reloca- 
tion, dismantling, or sale of buildings and improve- 
ments is prescribed by Chief of Engineers. 

/. Surplus Installations. Disposal of build- 
ings and improvements at installations properly 
classified as surplus is in accordance with procedures 
prescribed by Chief of Engineers who follows appli- 
cable rules and regulations of Surplus Property Ad- 
ministrator. 

g. Fortification Elements. Fortification ele- 
ments constructed by Corps of Engineers and car- 
ried on records of Chief of Engineers is disposed 
of as provided in AR 100-20. 

95. Transferring Real Property to Another 
War Department Component or Govern- 
ment Agency 

a. General. Transfer real property or account- 
ability for real property to another War Department 
component or government agency only on approval 
of Chief of Engineers. These transactions are dif- 
ferent frpm those d^r*l^c3| in paragraphs 97 and 



100. List property to be transferred on applicable 
ENG Forms 290 prepared in accordance with exist- 
ing instructions, with following modifications : 

(r) Under name of post , write name of post to 
which real property is being transferred. 

(2) Under job number , give authority for trans- 
fer. 

(3) Make statement on forms to indicate station 
from which property is being transferred. 

(4) Under certified by , enter name of post engi- 
neer transferring property; under accepted by , enter 
names of post engineer and post commander, or au- 
thorized representatives of receiving service if an- 
other War Department component or government 
agency. 

(5) Prepare forms in duplicate, one for files of 
each party in transaction. 

(6) Notify service or air force command or divi- 
sion engineer by letter of effective date of transfer 
of accountability. When desired, submit a copy of 
ENG Form 290 to interested headquarters as noti- 
fication. 

b. Transfer of an Outpost. Repairs and utili- 
ties responsibilities for an outpost may be transferred 
from one post engineer to another on approval of 
commanding general of service command for class 
I, II and IV installations and of air force command 
for class III installations. An outpost as used here 
is defined as an installation whose real and installed 
property records are maintained at some main post 
and vouchers to these records are an integral part 
of the main post's files. Obtain mutual concurrence 
of commands concerned before transferring repairs 
and utilities responsibilities involving both service 
command and air force command facilities. When 
approved, transfer accountability as follows: 

(1) Use applicable ENG Forms 290 modified as 
indicated in a above to transfer real and installed 
property and to act as transferring vouchers. 

(2) Transfer supplies in stock, or held at the out- 
post for continuing operations on memorandum re- 
ceipt, on a WDSD. 

(3) Deliver real property and installed property 
record cards of outpost being transferred to post 
engineer accepting responsibility for outpost. 

(4) Keep property vouchers which are posted 
to real and installed property cards for outpost in 
voucher files of original post. To complete records 
of original post, place following certification on each 
unaudited voucher: 

I certify that the property listed hereon has been 
recorded on the real and installed pro per tv record 
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cards pertaining to (name of outpost ), an outpost 
which has been transferred to (name of new main 
post). 

(Signed: Post Engineer at original main post). 

(5) At the receiving office, assign a voucher num- 
ber to ENG Form 290 used in transferring real and 
installed property, noting that items are posted to 
real and installed property records. Post date and 
newly assigned voucher number in applicable spaces 
on next blank line of real and installed property 
record cards, followed by the notation, transfer of 
property listed above. 

(6) Notify service command fiscal director when 
accountability for an outpost is transferred from one 
station to another. 

96. Disposing of Leased Property 

a . Procedure. When notified by division engi- 
neer that a lease is to be allowed to lapse or that a 
release of Government from a lease is to be nego- 
tiated, or a leasehold condemnation terminated, serv- 
ice command or air force command instructs post 
engineer to proceed as follows : 

( 1 ) Remove all installed government-owned class 
P repairs and utilities supplies, except such items 
as plumbing, lighting, and toilet fixtures ; lavatories ; 
walk-in refrigerators; and fixed heating systems. 
Transfer accountability for removed items from in- 
stalled property records to stock records on a 
debit WD AGO Form 5-102 prepared and processed 
as outlined in chart 4. Coordinate removal of 
property with division engineer to preserve govern- 
ment improvements in best possible condition for 
negotiations with lessor. 

(2) Compile an inventory of all remaining in- 
stalled government-owned repairs and utilities 
property and improvements on premises. Give copy 
of this inventory to division engineer for negotia- 
tions with lessor. 

(3) Do not remove items of equipment listed on 
inventory pending negotiations of division engi- 
neer with lessor. When these negotiations are com- 
pleted, proceed as follows: 

(a) When deemed by division engineer to be in 
the interest of the Government and when it is 
agreeable to lessor to return premises with all or 
part of government-owned installed property and 
improvements, retain a copy of supplemental agree- 
ment providing for transfer of property to lessor. 
Use this as a voucher to drop items from WD AGO 
Form 661. ^ 

(&) Remove all ipt^ei^Qpa ^ flgd utilities items 



promptly and return to stock as outlined in (1) 
above. Credit WD AGO Forms 661 and place 
them in inactive file. 

b. Transferring Property Cards. When a 
leased premise is vacated by War Department, trans- 
fer real and installed property record cards for 
real estate and installed property returned to lessor 
to inactive file at main post, or if there is no other 
station, dispose of records as indicated in section I. 
Voucher a copy of official paper terminating lease 
and use it to drop property from real and installed 
property records. 

97. Transferring Surplus Installations 

When an installation is declared surplus by War 
Department General Staff, it is transferred to Chief 
of Engineers or his authorized representative. 

a. Procedure. Representatives of Chief of En- 
gineers and commands or services listed below de- 
cide on date of formal transfer. They also deter- 
mine items and quantities of housekeeping supplies 
and equipment that must be retained at installation 
to maintain it in a surplus status for a reasonable 
length of time. 

(1) Class I and II installations. Representative 
of commanding general of service command con- 
cerned. 

(2) Class III installations. Representative of 
commanding general of air force or air force com- 
mand concerned. 

(3) Class IV installations . Representative of 
chief of technical service and representative of com- 
manding general of service command concerned. 

b. Disposing of Supplies and Installed 
Property, (i) Post engineer reports all supplies 
in stock other than those selected in a above to serv- 
ice command engineer in accordance with section X. 

(2) Chief of Engineers publishes lists of items 
to be removed before transfer. Post engineer re- 
moves items included on the list and ships them 
to service command warehouse, engineer depot, or 
otherwise as directed. Service command may direct 
that other items of repairs and utilities property be 
removed and transferred if required for an author- 
ized need in the command. However, the command 
coordinates removal of installed items with division 
engineer to preserve real estate in most salable 
units for disposal purposes. Care is taken to avoid 
indiscriminate removal of fixtures and equipment 
where such removal will impair government’s in- 
vestment by rendering the remaining structure un- 
salable, or salable only as jurik or salvage. 
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(3) Place items of post engineer equipment and 
installed property remaining after actions indicated 
in (1), and (2) above are completed in an appro- 
priate stand-by condition. Leave such items in place 
and transfer them, together with repairs and utilities 
supplied covered in a above, to Chief of Engineers 
with formal transfer of accountability for surplus 
installation. 

c. Transferring Records. The accountable re- 
pairs and utilities property officer at surplus facility 
transfers all property recorded on real property and 
installed property record cards, as well as that re- 
maining on stock record account, to authorized rep- 
resentative of Chief of Engineers by preparing and 
distributing certificate of transfer set forth in AR 
35-6680. He changes the term stock record account 
in the certificate to property records . The officer 
relieved of accountability retains one copy of cer- 
tificates of transfer, forwards one copy to service 
command fiscal director along with a copy of orders 
directing transfer and gives original to officer assum- 
ing accountability. The person accepting account- 
ability receives all property record cards with sup- 
porting papers ; vouchers ; memorandum receipts ; 
and pertinent record drawings, maps, plans, and 
specifications, and the property recorded on them. 
The representative of Chief of Engineers maintains 
property records until all property is sold, trans- 
ferred, salvaged, or otherwise disposed of and sta- 
tion is abandoned. Property records are then audited 
and, after clearance is given, disposed of as provided 
in section I. 

98. Disposing of Installed Property 

Dispose of installed property by one of the following 
methods : 

a. Salvage or sale with buildings or improvements. 
(See par. 94.) 

b . Transfer to another War Department com- 
ponent or government agency with real property. 
(See par. 95.) 

c . Return of leased items to lessor or transfer of 
government-owned items to lessor with return of 
premises. (See par. 96.) 

d. Transfer with surplus real property. (See par. 

97 -) 

e. Removal from installation and return to stock. 
(See par. 66.) 

f. Transfer of unserviceable installed property. 
(See par. 102. Q 1 £ 



99. Disposing of Supplies in Stock 

Dispose of supplies in stock by one of the following 
methods : 

a. Issue for Post Repairs and Utilities Pur- 
poses. Issue expendable and class P items on WD 
AGO Form 5-102 as outlined in section VI ; issue 
class M items on WD AGO Form 446 as outlined 
in section VII. 

b. Transfer with Real Property. Transfer 
supplies to another War Department component or 
government agency along with transfer of real prop- 
erty and facilities. For transferring these supplies, 
use WD AGO Form 450-5. (See par. 101.) 

c. Transfer to Accountable Officer. Ship 
supplies to another accountable officer in accordance 
with instructions from service command engineer. 
Transfer these supplies on WD AGO Form 450-5. 
(See par. 101.) 

d. Adjustment of Shortages. Make adjust- 
ments of inventory shortages on WD AGO Form 
444 as outlined in section VIII. 

e. Turned in as Excess. Turn in nominal ex- 
cess supplies to local salvage officer in accordance 
with instructions from service command engineer. 
Turn in items on WD AGO Form 447 in accordance 
with section X. 

/. Turned in as Nonrepair able. Turn in non- 
repayable items to local salvage officer. List items 
on WD AGO Form 447. (See par. 102.) 

g. Shipped to Higher Echelon. Ship items of 
unserviceable property to higher echelon for repair 
on instructions from service command inspector. To 
ship items, use WD AGO Form 450-5. (See par. 
102.) 

h. Sold to Individuals or Organizations. Sell 
items t h ro u g h sales officer, to individuals, 
agencies, or organizations operating under nonap- 
propriated funds when transaction is properly au- 
thorized. (See par. 105.) 

i. Transferred to Another Station. Transfer 
supplies carried in stock and not fixed in place or 
erected, such as knocked-down or stock-piled sec- 
tional buildings, tent frames, and hutments, to an- 
other station, if excess to needs of installation, on 
approval of service command engineer. Transfer 
accountability of such items on a WDSD. Obtain 
authority to salvage such structures which are 
erected and set in place and to return them to stock 
by processing a report of survey as indicated in 
paragraph 94. Get authority to erect such buildings 
in the same mam^r a^^othejr. new construction. 
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100. Change in Accountable Officers 

AR 35-6680 governs the complete transfer of ac- 
countability caused by a change in accountable offi- 
cers. The term stock record account in the certifi- 
cate of transfer is changed to property records and 
the stock, real, and installed property records, with 
all supporting documents, are transferred. 

101. Shipments From a Station 

Prepare and distribute War Department shipping 
documents, WD AGO Forms 450-5, as shown in 
chart 12, and figure 27 to transfer accountability for 
supplies shipped to another accountable officer. For 
further details, see TM 38-403. When a transfer 
of property is made between adjacent accountable 
officers, other than as outlined in paragraph 100 
above, and no common carrier is involved, prepared 
and process only the No. 1 order copy and No. 3 
property copy of shipping document. 

a. Excess Supplies. Ship excess supplies re- 
ported to service command to agency designated by 
service command. Do not make overshipments ex- 
cept when necessary to ship by standard package 
lots. 

b. Unserviceable Property. Do not ship un- 



serviceable property from stations except when its 
unserviceable condition is fully known to service 
command engineer ordering shipment, and then only 
after specific instructions are issued. If authorized 
shipments of unserviceable property are made, stamp 
unserviceable property on shipping request and 
WDSD. Record retained order copy of shipping 
document as credit on appropriate stock record cards 
or unserviceable property records and file with ship- 
ping request in regular voucher file. 

c. Receiving Accountable Officer and Con- 
signee. When receiving accountable officer is dif- 
ferent than consignee, prepare one additional prop- 
erty copy of the WDSD and forward to receiving 
accountable officer. In such instances, office author- 
izing shipment specifies receiving accountable officer 
as well as actual consignee on shipping instructions. 

102. Unserviceable Repairs and Utilities 
Property 

The post engineer, as station supply officer for re- 
pairs and utilities property, determines disposition 
of all repairs and utilities items rendered unservice- 
able through fair wear and tear except as noted 
below. He calls on qualified shop personnel under 
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SHIPMENT FROM STAT1W 




SERVICE 

COMMAND 

ENGINEER 



POST ENGINEER 
STOCK RECORO CLERK 



WD AGO Fora 
1*5 Requisition 



WD AGO Form 
450-5 WD 

Shipping Document 
(Form 150-5- B 
order copy and 
450-5-C Property 
copy) 



•Prepares extract re- 
quisition or shipp- 
ing order In 3 cop- 
ies 

-Forwards copies 1 
and 2 to station 
-Files copy 3 



VI a-mat I for Inform- 
ation of consignee 



after entry of ware- 
house data* See 
Chart 2 



-Receives and edits for 
nomenclature I 

-Prepares WD Shipping Docu- 
ment 

-Flies copy 1 sf requisi- 
tion with voucher 
-Forwards copy 2 to receiv- 
ing station 



Requisition 



^Bgaasj 



Order Copy 



-Forwards copy 1 to store- 
keeper 

-Hdlds copies 2, 3, 4 ^ and 5 
until copy 1 Is returned 
from warehouse 



POST ENGINEER 
STOREKEEPER 



CHART 12 



STATION 

TRANSPORTATION 

OFFICER 




-Packs shipment 
-Completes tally out 
data, date shipped 
and enters checkers 
slgnatu re* 

-Completes carrier 
and routing data and 
recap I tu 1st I on 
-Returns to stock re- 
cord clerk 



with shipment 




-Types on copies 2 , 3, 4 
and 5 data added by store- 
keeper 

-Forwards copy 5 to con- 
signee vla-matl 
-Forwards copies 2, 3 **d 4 
to storekeeper 
-Vouchers copy 1 and posts 
to stoek record cards 
-Summarizes charges to 
Inventory cost accounts, 
forwards to cost clerk 
for notation and return 
-Files In voucher file 



-Attaches copies 3 
and 4 to shipment 
-Del I vers copy 2 to 
transportation 
officer 



-Prepares and dis- 
tributes bills of 
lading 

-Files with pro- 
perty shipped 
copy of hill of 
lading 



Digitized by 



Chart 12. Shipment from station. 



Original from 
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his jurisdiction, or combined shops responsible for 
repair, for assistance in determining whether un- 
serviceable property is to be repaired or turned in 
to salvage officer. He determines disposition of un- 
serviceable property, either installed or in stock, be- 
fore item is removed so proper repair or disposition 
can be made and applicable accounting procedure 
followed. He reports major items of repairs and 
utilities property locally considered to be nonrepair- 
able to service command before transfer to salvage 
officer. These items include utility plants, equip- 
ment and systems which exceed $1,000 in cost, motor 
vehicles, and major power-operated construction and 
shop equipment. Additional items may be added 
at discretion of commanding general of service com- 
mand, or Chief of Engineers. When such property 
becomes unserviceable, the post engineer transfers 
it to unserviceable property records, notifies service 
command engineer of condition, and requests him 
to furnish disposition instructions. The service 
command either approves disposition by salvage, in- 
dicates repair facility to which item is to be sent, 
or sends a technical inspector to determine appro- 
priate disposition. The technical inspector deter- 
mines whether work will be done in local repair 
shops under post engineer, local combined mainte- 
nance shops, commercial repair facilities, or estab- 
lished higher echelon War Department repair shops. 

a. Repairable Installed Property. Account 
for unserviceable installed property removed for 
repair as follows: 

(1) When removed for repair and reinstallation 
without replacement, tag item to indicate source and 
deliver on hand receipt to local repair shop or com- 
mercial facility without transfer to stock record or 
unserviceable property record. No posting to in- 
stalled property records is necessary. 

(2) When removed for repair and replaced by 
another item, turn in unserviceable item to store- 
keeper who prepares debit WD AGO Form 5-102. 

b. Unserviceable Memorandum Receipt 
Property. When memorandum receipt property be- 
comes unserviceable from fair wear and tear, ac- 
count for it as follows: 

(1) If repair can be accomplished without re- 
placement, tag item to indicate person to whom it 
is charged and deliver to local repair shop. No 
posting to property records is required. 

(2) When replacement is required, return item 

to storekeeper who issues replacement after making 
sure that person returning property is charged on 
memoranduig h r t eceiij) ; t ( TbJ^torekeeper ob- 



tains the necessary repair as indicated in para- 
graph 104. 

c. Repairable Supplies in Stock. When sup- 
plies are damaged in storage or returned to store- 
keeper in unserviceable condition in accordance 
with a and b above, storekeeper inspects them and 
if repairable accounts for them as follows: 

(1) If repairable within 10 days, deliver them on 
hand receipt to appropriate repair facility. When 
repaired, return them to stock. No recording on 
stock record cards is necessary. 

(2) If not repairable within 10 days, transfer 
items to unserviceable property records by WD 
AGO Form 5-102 and deliver to appropriate repair 
shop on hand receipt. For class P items, use debit 
Form 5-102 issued at time of return to stock to 
transfer items direct from installed property records 
to unserviceable property records in accordance with 
paragraph 103. 

d. Nonrepairable Supplies. Transfer supplies, 
whether in stock or installed, to local salvage officer 
immediately on determination that items are nonre- 
pairable. Make transfer directly from stock or in- 
stalled property records without formality of trans- 
fer to unserviceable property records. 

(1) List such items on WD AGO Form 447 
prepared in triplicate and certified as to nonrepair- 
ability. 

(2) After original copy is receipted by salvage 
officer, assign voucher number and post as transfer 
from regular stock record, unserviceable property 
record, or as deletion from installed property record. 
Deliver duplicate and triplicate copies with nonre- 
pairable property to salvage officer. 

(3) When an item transferred to unserviceable 
property record is subsequently determined to be 
nonrepairable, list it on WD AGO Form 447 
properly certified and deliver to salvage officer. 
Use copy 1 as credit voucher to unserviceable 
property records. Place following notation on post 
engineer’s vouchered copy, turned in on voucher No 

indicating voucher on which property was 

originally debited to unserviceable property records, 
indicating voucher on which property was originally 
debited to unserviceable property records. 

e. Shipment to Higher Echelon. List un- 
serviceable property ordered to be shipped to a 
higher echelon War Department repair shop on 
WDSD marked unserviceable property and drop 
from regular stock, unserviceable, or installed 
property records, as appropriate. Assign the No 1 
order copy of shipping document a voucher number 

UNIVERSITY OF CALIFORNIA 
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TRANSFER OF CLASS *P n SUPPLIES REMOVED FROM INSTALLATION 
TO THE UNSERVICEABLE PROPERTY RECORDS 





Form: Requisition on Ftorekeeper, WD AGO Form 5*102 


CHART 13 


STOREKEEPER 


STOCK RECORD CLERK 


COST CLERK 


INSTALLED PROPERTY 
CLERK 





Prepares In triplicate 


-Assigns voucher number 


listing Iteas reaoved 


to both copies 


froa Installation and 


-Posts as receipt to un- 


turned In for repair 


serviceable property 


Rotes 'Unserviceable 


records (WO AGO Form 


property reaoved froa 


5-10*) 


building Ro ” on 


-Enters cost data on copy 


all copies 


2 and forwards to cost 


Ruabers In regular re- 


sect I on 


qulsltlon series 


-Forwards copy 1 to in- 


Signs In space 'Issued 
By' 

pair shop In space 
'Received By' 

Forwards copies 1 A 2 to 
stock record section 
Flies copy 3 In suspense 
file 


stalled property section 


This copy aay be utlllzec 
as a hand receipt to re- 
pair shop 


> 

1 



-Prepares appropriate 
coat distribution 
voucher 

-Checks number off of 
requisition and 
voucher control 
-Rote: The cost of 

unserviceable Iteas 
reaoved froa Instal- 
lation and transfer- 
ed to the unservlce* 
able property records 
will be picked to the 
appl I cable cost ac- 
count Inventory code 
-Flies copy 2 



-Posts as deletion froa 
appropriate Installed 
property record card 
(WO A«0 For* <61) 
-Fllas In voucher file 



Chart 13. Transfer to unserviceable property records of class P supplies removed from installation. 
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TRANSFER OF UNSERVICEABLE SUPPLIES FROM STOCK 
TO UNSERVICEABLE PROPERTY RECORDS 



Form: WD AOO Form 5-102 Requisition on the Storekeeper CHART 14 



STOREKEEPER 


STOCK RECORD CLERK 


COST CLERK 




. n b — 


t I 


Y' p- 




1 n 



•Prepares In triplicate 1 latino 
Items to be repaired 
-Notes "Unserviceable Property 
found In Stock" on all copies 
-Numbers In regular requisition 
serl es 

-Signs In space "Issued 8/” 
-Obtains signature of repair shop 
In space "Received By" 

-Forwards copies 1 & 2 to stock 
record section 

-Files copy J In suspense file 
This copy say be utilized as a 
Hand receipt to the repair shop 



-Assigns voucner number to copies 
1 and 2 

•Posts In Transfers column of 
regular stock record (WO AGO 
Form 6-104) 

-Posts ss Receipt to unserviceable 
property record (SO AGO Form 6-104) 

-Enters cost data on copy 2 with 
notation "for Information only" 
and forwards to cost section 



•Checks number off of 
requisition and voucher control 
-Files copy 2 In suspense file 
-NOTES The cost of Items 
carried on the unserviceable 
property records continues to 
be carried In the appropriate 
cost account so no distribution 
voucher Is prepared* 



Chart 14. Transfer to unserviceable property records of unserviceable class M and P supplies in stock. 
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RETURN OF REPAIRED SUPPLIES TO STOCK 
FROM UNSERVICEABLE PROPERTY RECORDS 



Fora: Requisition on Storekeeper, WD AGO Fora 5-102 



CHART 1| 



STOREKEEPER 



STOCK RECORD CLERIC 



COST CLERK 




1 



Accepts repaired I teas 
free shop 

Llete (teas on requisition 
prepared In triplicate 
Rotes "Serviceable Property 
Repaired" on all copies 
Ruabers In regular requisition 
series 

Signs In space "Received By" 
Obtains signature of repair 
shop In space "Issued by" 
Hatchee cepy $ of return at Ip 
with copy j of receipt on which 
Mows were delivered to the 
repair shop. 

Destroys both Re 5 copies when 
repair la completed 
Forwards copies 1 A 2 to stock 
record section 



-Assigns voucher nuaber to 
copies 1 A 2 

-Pests as Transfers celuan ef un- 
serviceable property recerd and 
receipt to regular stock record. 
(VD AGO Fora 6 - 10 *) 

-Enters cost data on copy 2 with 
notation "Picked up on unservice- 
able Property record by voucher 
nuaber " and forwards to 

cost section. 

-Files copy 1 In voucher file 



-Cheeks nuaber eff of 
requisition and voucher eontral 
-Hatches with cepy of 
requisition originally 
Indicating pasting to 
unserviceable property 
records (See Chart 1*) and 
destroys both 



Chart 15. Return of repaired supplies to stock . 
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and post as a transfer from pertinent property rec- 
ords. When item on unserviceable property record is 
subsequently shipped to higher echelon repair shop, 
list it on WDSD marked and processed as indicated 
above. Make following notation on post engineer's 
voucher copy turned in on voucher No , indicat- 

ing voucher by which property was originally debited 
to unserviceable property record. 

103. Establishing Unserviceable Property 
Records 

a. Purpose. Establish unserviceable property 
records for following supplies : 

(1) Unserviceable class P supplies which are re- 
moved for repair and cannot be repaired within io 
days, except items which are removed, repaired, and 
returned to installation without replacement. 

(2) Unserviceable class M or P supplies in stock 
which cannot be repaired within 10 days. 

(3) Major items of repairs and utilities supplies 
listed in paragraph 102 which are nonrepayable and 
are being held pending disposition instructions of 
service command engineer. 

b. Record. Maintain record of unserviceable 
supplies on separate WD AGO Forms 5-104 clearly 
marked unserviceable property. Instructions for 
preparation, classification, nomenclature, unit, and 
stock record card described in section III are ap- 
plicable. Maintain cost data on these records and 
include in appropriate inventory cost accounts. Drop 
cost of unserviceable repairs and utilities property 
only when items are transferred to salvage officer or 
to another accountable officer. 

c. Transfer. Transfer supplies to unserviceable 
property record as follows : 

(0 List unserviceable class P supplies indicated 
ln paragraph 1020(2) on WD AGO Form 5-102 
marked unserviceable property removed from (build- 



ing No or facility) and process in accordance with 
chart 13. 

(2) List class M or P supplies in stock which can- 
not be repaired within 10 days on WD AGO Form 
5-102 marked unserviceable property removed from 
stock. Process this form in accordance with chart 14. 

d. Report of Survey. The responsible officer 
places class M property unserviceable through causes 
other than fair wear and tear which is not covered 
by a statement of charges on a report of survey. 
Process reports of survey in accordance with TM 
14-904. 

1 04. Repairing and Returning to Stock 

The storekeeper obtains a work order for repair of 
unserviceable supplies turned in to the warehouse in 
accordance with paragraphs 102 and 103 above and 
delivers property to appropriate repair shop on hand 
receipt. When items that are transferred to un- 
serviceable property records are repaired and re- 
turned to the warehouse, he lists them on Form 
5-102 marked serviceable supplies — repaired , pre- 
pared and processed as outlined in chart 15. 

105. Selling Supplies and Services 

When selling repairs and utilities supplies or serv- 
ices under proper authority to individuals, agencies, 
or organizations, transfer accountability for sup- 
plies, cash, and charge accounts to sales officer. 
List supplies on WDSD and services on property 
turn-in slip. Prepare forms in triplicate, indicating 
items sold and their appropriate costs. Deliver copy 
1, with cash and charge accounts to sales officer, who 
receipts copy 2 and returns it for use as credit 
voucher to post engineer’s property accounts. Keep 
copy 3 as memorandum until return of receipted 
copy 2; then forward copy 3 to station property 
auditor. (See AR 35-6660 for further details.) 
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SECTION X 

STOCK CONTROL AND EXCESS SUPPLIES 



106. General Stock Control Policies 

TM 38-220 gives the basic W ar Department policy 
on stock control, including responsibility for com- 
mand and technical supervision over repairs and 
utilities stock control. The paragraphs below give 
the detailed procedures for disclosing, declaring, 
and processing post engineer repairs and utilities 
supplies for redistribution or disposal. 

a. Basis of Stock Control. Control over stock 
is accomplished by careful supervision over pur- 
chases and requisitions of supplies and equipment. 
The basis for control is the principle that every item 
required in stock will be used at a rate which can 
be measured. The quantity used in the past is a 
guide for future requirements. Actual control levels 
are based, however, on anticipated requirements and 
cannot be established mathematically from past 
issues. 

b. Disposition of Excess Supplies. Concur- 
rently with control over acquisition of additional 
materials, disposition must be made of those quan- 
tities of supplies in stock which are in excess of 
current requirements. In this manner, stocks are 
balanced to meet requirements and any excess on 
hand is made available for appropriate transfer or 
disposition. 

107. Inventories of Stock 

Make a physical inventory of all items of repairs 
and utilities stock at least once every 6 months. 
Section VIII gives methods of taking inventory and 
making necessary' adjustments. Commanding gen- 
erals of major commands may order special in- 
ventories. 

108. Station Control Level 

Normally, the station control level represents a 45- 
day supply on hand and a 15-day supply on order, a 
total of 60 days. However, when nearness to sup- 
ply points or other factors permit ordering and 
receiving materials in less than 15 days, a station 
control te¥ftbp^U 0 ftiaiQf 01 ays is established. If 
renlenishment of an iterifreouires more than 1 1; days 



ordering and shipping time, the depot is authorized 
to prescribe a station control level of more than 60 
days. An exception is made of stand-by and sea- 
sonal items. Setting levels for stand-by and sea- 
sonal items is discussed in paragraph 109 below, 
and factors modifying station levels are set forth in 
paragraph no. Issues posted to the new work- 
transfer column of the stock record card are not 
included in computing station control levels. The 
service command engineer is responsible for review- 
ing, revising, and approving station control levels 
in accordance with TM 38-220. Temporary levels 
based on estimated requirements are adjusted as 
soon as possible on the basis of actual issues and 
known or anticipated needs. 

109. Setting Station Control Levels 

The post engineer is responsible for establishing 
control levels for each item carried on repairs and 
utilities stock record cards. Paragraph 5c (3) gives 
definitions of classifications of supplies for stock 
control purposes. 

a. Normal Issue Items. Base station control 
levels for normal issue items on past issue experience 
modified by factors described in paragraph no. Re- 
view stock record cards and use average issue ex- 
perience for several successive periods to establish 
station control level. Use only items recorded in 
repairs and utilities use issues column as basis of 
establishing levels. The following explanations per- 
tain to figure 28 : 

(1) Level of 60 estimated and temporary level 
set on 3 June. 

(2) Issues to 15 July totaled 44. Level revised 
to that figure on basis of past experience and an- 
ticipated future needs. (Period and entry A.) 

(3) On 12 September, stock on hand was re- 
duced below reorder point and level was review'd 
Issues past 60 days totaled 26. Issues were declin- 
ing sharply. Shop foreman indicated future use j 
would continue on smaller scale. Level was reduced 
to 20, based on future requirement^ eliminating 
necessity for reordering. Excess amounted to less 
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than 30-day supply and was not reported. (Period 
and entry C.) 

b. Stand-by Items. Stand-by items normally 
show' little if any issue experience. Give careful 
consideration and justification to classifying items as 
stand-by. Base stand-by levels on a safety factor 
plus, when necessary , a replacement factor. Deter- 
mine safety factor according to possible emergency 
conditions and determine replacement factor by 
analysis of previous issues. Consider both factors 
in establishing the level only when emergency stock 
in excess of replacement factor is required. Con- 
sult technical inspectors from service command en- 
gineer’s office in setting levels for stand-by items. 
Normally, when replacement factor is enough to 
justify maintaining a stock, consider item as a 
normal issue item and not as stand-by. Before 
establishing any item as stand-by, obtain approval 
of station commander who maintains lists of 
stand-by items and levels he has authorized. 

c. Seasonal Items. Set levels of seasonal items 



to show estimated amounts required for coming 
season. Base them on issue experience of com- 
parable season of previous year. Revise levels at 
beginning and end of using season. The following 
explanations pertain to figure 29: 

(1) Temporary level for 1944 season set at 2,000 
feet on 12 February 1944. Purchase order initi- 
ated for balance required. 

(2) Screening program completed 1 June. Level 
revised downward on 15 June to estimated 500 feet 
required for off-season use. 

(3) Level reviewed 15 July. Issue experience 
following establishing revised level indicates tem- 
porary level was established at approximately the 
correct quantity. Level not revised until issue ex- 
perience becomes more indicative of trend. 

(4) (Not shown.) Level for 1945 season set at 
1,700 feet based on 2-month issue during April and 
May 1944 and anticipated requirements for com- 
ing season. 

d. Class M Supplies. In determining station 
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control level for tools and other class M supplies 
maintained in stock or issued on memorandum re- 
ceipt, check issue and return activity to insure that 
level represents maximum quantity required for 
operating station plus replacement factor to cover 
shrinkage by loss or unserviceability. Determine 
levels by adding replacement issues for preceding 
60 days to quantity normally out on memorandum 
receipt. Do not place items on memorandum re- 
ceipt to increase levels. Establish reorder point for 
class M supplies as quantity issued on memorandum 
receipt plus three-fourths, or less, of replacement 
factor. Do not revise levels on class M supplies 
upward to provide for unusual temporary issues 
which exceed estimated normal maximum issue fac- 
tor used in computing station control level. The 
following explanations pertain to figure 30: 

(1) Temporary level of 95 set 1 March based 
on estimated requirement of 83 on Mem/R and a 
replacement factor of 12. Reorder point set at 92 
( of 12 plus 83). 



(2) Level revised on 1 May based on issues 
during March and April. Maximum out on 
Mem/R was 65. Replacements (postings in repairs 
and utilities use issue column) totaled 5. Control 
level therefore set at 70 and reorder point at 68 ( 3 4 
of 5 plus 65). (Period and entry A.) 

(3) Accordingly, 17 items declared excess 1 May 
and transferred 21 May. 

(4) On 1 June, issues during April and May are 
reviewed. Changes in maximum quantity and re- 
placement are not enough to revise level. Date of 
review and initials of reviewer indicated. (Period 
and entry B.) 

(5) On 17 June, balance on hand plus quantity 
out on Mem/R falls below reorder point and a 
purchase order is initiated for 4 items (70 minus 
66 ). 

(6) On 1 July, issues during May and June are 
reviewed but no change made in control level. Re- 
view notation is made. (Period and entry C.) 
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e. Temporary Levels. If no issue experience 
exists for an item but it is required for stock, es- 
tablish temporary level when placing first order. 
Base level on best available estimate of require- 
ments. Adjust temporary levels promptly when 
issue experience becomes available. 

/. Slow-moving Items. Set level of zero for 
slow-moving items issued less than three times dur- 
ing preceding 90 days. This provision does not 
apply to stand-by items. 

1 1 0. Factors Modifying Levels 

Local conditions and changes cause certain factors 
to be considered in setting station control levels. 
The factors listed below may affect each type of 
item referred to in paragraph 109. 
a. Changes in station ©ccupancy. 

Ik Changes in use of station. For example, 
changing a station from an infantry training center 
to an armored force training center requires different 



types and quantities of supplies for road mainte- 
nance, training aids, and the like. 

c. Changes in number or types of off post facili- 
ties to be maintained. 

d . Changes in maintenance standards. 

e. Issue of a substitute when an item is out of 
stock overstates issue experience of item being sub- 
stituted and understates issue of the one out of stock. 
Standardization to maximum extent possible keeps 
such discrepancies to a minimum. 

f. Purchases in standard package or commercial 
lots. 

III. Establishing a Reorder Point 

Compute a recorder point (par 5h) at three-quarters 
or less of station control level for each item car- 
ried in stock. For class M supplies, set reorder 
point at three-quarters or less of replacement fac- 
tor, plus maximum quantity issued on memorandum 
receipt. Revise it each time control level is changed. 
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Setting control lez r el jor class M supplies. 
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1 1 2. Reviewing and Revising Levels 

The post engineer revises station control levels as 
requirements for stock change and reviews levels 
at least once each 60 days. The service command 
engineer may prescribe a schedule of review and 
reporting to insure that excess in given commodity 
groups is determined and reported, and requirements 
submitted simultaneously by all stations within the 
geographical limits of the command. The reviewer 
enters the date and his initials on stock record card 
for information of stock control inspectors. If the 
review of a level indicates that the level should be 
increased or decreased, the post engineer computes 
a new level and enters it, together with the date, on 
the stock record card. Minor changes in issue 
experience do not warrant adjustments in levels. The 
post engineer reports upward revisions in levels 
promptly to service command engineer and such 
changes are subject to approval by that office in 
accordance with TM 38-220. 

113. Replenishing Stock 

The stock record clerk prepares procurement re- 
quests when the net stock position falls to the re- 
order point and not before, unless needed to cover 
due-out requirements, WD AGO Form 5-125 (Re- 
quest for Procurement Action). Submit each day 
a form listing items required to post engineer for 
approval. Prepare requisitions, purchase orders, 
or standard purchase requests, as appropriate, at 
regular intervals from this form for those items 
approved. 

a. Quantities. Do not purchase items in ar- 
bitrarily large quantities merely to realize quantity 
discounts. Slight variations over station control 
levels, however, are authorized for purchases of 
standard packages. To permit procurement in stand- 
ard package lots, establish station control levels and 
reorder points at quantities which automatically pro- 
vide for such purchases. For example, if post engi- 
neer uses approximately 40 pounds of a certain type 
of nails per month, station control level would nor- 
mally be established at 80 pounds and reorder point 
at 60 pounds. This would require procurement of 
20 pounds each 15 days. Total value of nails pur- 
chased each time would amount to approximately 
$1. In this case, because of the low value of sup- 
plies, control level and reorder point should be estab- 
lished to permit purchase in standard package lot. 
If it takes approximately 10 days to replenish stock, 
a reorder point of 20 pounds would guarantee against 
stock depletion. The control level should be estab- 
lished at 120 pounds and reorder point at 20 pounds 
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to permit purchase of nails in a standard 100-pound 
keg. 

b. Canceling Orders. When a change in con- 
dition makes shipment of items on order unneces- 
sary, cancel order promptly and delete as a due-in on 
stock record card. 

1 14. Reporting Excess Supplies 

Report excess repairs and utilities supplies each 
month to service command, ASF, attention service 
command engineer, on WD AGO Form 5-65 (Re- 
pairs and Utilities Excess Property Report) (Re- 
ports Control Symbol EUG 74). Service commands 
may schedule submission of the reports provided all 
items are covered each month. Property reported 
as excess is frozen at reporting station. Obtain ap- 
proval for withdrawing excess for local use from 
service command engineer, who must also obtain 
approval from division engineer if supplies have 
been transferred to his jurisdiction. In emergencies, 
stations can use excess stock as necessary and im- 
mediately notify service command of stocks con- 
sumed. Do not transfer excess stocks to other tech- 
nical services or organization on the post without ap- 
proval of service command. When transfers are 
approved, make them without reimbursement only 
to agencies operating from appropriate funds; obtain 
reimbursement in all other cases. 

a. Items Reported. Items reported include those 
centrally procured and fall in the following cate- 
gories : 

(1) Items for which net stock position exceeds 
station control level or, when authorized, station dis- 
posal level. 

(2) Items issued less than three times during 
preceding 90 days, except stand-by and seasonal 
items which are not in excess of latest revised level. 

b. Exceptions. The following exceptions to a 
above are authorized and such items need not be re- 
ported : 

(1) Excess quantities that can be liquidated at 
station within 30 days or less (normally, one-half 
of station control level). 

(2) Transfer line items, whose value is less than 
$5 or whose quantity is less than the standard pack- 
age or packing unit direct to local salvage officer 
for sale as a small lot, except when it is desired to 
retain the items for stock. The service command 
engineer may specify that critical items be reported, 
irrespective of value or quantity of excess. 

(3) At stations which have been specifically desig- 
nated for retention of permanent military establish- 
es rigina I from 
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ment, quantities which will be required for issue dur- 
ing the next 6 months need not be reported as excess. 

1 1 5. Preparing Excess Report 

Prepare report in triplicate for each excess item. 
Forward original and duplicate to service command 
engineer, retain triplicate at reporting station, and 
clip to stock record card until disposition of excess 
is complete. List complete information in applicable 
spaces of WD AGO Form 5-65, Repairs and Utili- 
ties Excess Property Report, as follows: 

a. Nomenclature. Enter basic noun designa- 
tion first and follow with complete detailed descrip- 
tion of item as shown on stock record card to per- 
mit positive identification. Correct and resubmit re- 
ports returned to post for lack of detailed nomen- 
clature. 

b. Unit. Enter unit of issue as indicated on 
stock record card. 

c. Condition. Record condition of serviceable 
excess item using symbols listed below : 

N — New. 

E — Used — Reconditioned. 

0 — Used — Usable without repair. 

R — Used — Repairs required. 

X — Items of no other value as originally in- 
tended but of possible value other than as 
scrap. 

1 — Excellent. 

2 — Good. 

3— Fair. 

4 — Poor. 



Always use a letter-number combination to describe 
condition. For example, N-i indicates new and in 
excellent condition; O-J indicates used-usable with- 
out repairs and in fair condition. When identical 
items are declared but more than one condition is 
involved, submit an individual report for each condi- 
tion. 

d. Stock Number. Enter stock number shown 
on stock record card. When stock number is not 
available, insert Federal class number. Prefix locally 
assigned numbers by letter L and the Federal class 
number. 

e . Date. Enter date report is prepared.’ 

/. Net Stock Position. Enter net stock, com- 
puted by adding quantity on hand, quantity issued 
on memorandum receipt, and quantity due-in, and 
subtracting quantity due-out. In considering quan- 
tity due-in, do not include items scheduled on long 
time procurement for delivery. Normally, amount 
due-in includes items scheduled for delivery within 
15 days of date of report. 

g. Station Control Level. Enter station con- 
trol level shown on stock record card, or disposal 
level, whichever is appropriate. 

/i. Excess. Record any excess, computed by 
subtracting station control or disposal level from net 
stock position. (Item 6 minus item 7.) 

i. Unit Price. Indicate average unit cost, show n 
on stock record card, to nearest cent. 

;. Value of Excess. Enter value of excess 
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which is product of quantity excess multiplied by 
unit price. (Item 8 times item 9.) 

k. Issue Last 60 Days. Enter total entries in 
repairs and utilities use issues column on stock 
record card for last 60 days. For class M property, 
this is the greatest quantity issued on memorandum 
receipt. 

/. Post Engineer Remarks. When items re- 
ported excess are not in usable condition, give brief 
summary of repairs necessary or condition. Also, 
give justification for control levels established which 
exceed by more than 10 percent the normal issue for 
preceding 60-day period, such as stand-by emer- 
gency, package lot, seasonal issue, and the like. Do 
not justify items required for authorized new work 
projects. Post such items to stock record cards as 
due-out and take into account when net stock posi- 
tion is computed. Use of the following symbols 
instead of remarks is authorized: 

STB — Stand-by, emergency. 

SEA — Seasonal. 

PKG — Standard package lot. 

m. Station. Write in name of reporting instal- 
lation and location. Do not abbreviate too exten- 
sively. 

n. Serial Number of Report. For positive 
identification, number WD AGO Forms 5-65 in 
simple single sequence starting with number 1 . Start 
a new series each fiscal year. Use report numbers 
only for identifying reports and not for property 
classification. 

o. Disposition Record. List quantity entered as 
excess in item 8 under balance. As service command 
engineer disposes of excesses, maintain record of 
amounts transferred and available balance on in- 
dividual forms at both station and service command 
headquarters. Do not consider this an additional 
set of stock records, but merely a convenient means 
of maintaining correct balances of reported excess. 
Do not drop property from WD AGO Form 5 _io 4 
until disposition instructions are received and docu- 
ments prepared transferring accountability. For 
authorized withdrawals by reporting station, correct 
balance on Form 5-65 on authority of service com- 
mand approval. For such withdrawals no trans- 
fer document is necessary. Clip retained copy of 
excess report to pertinent stock record card for 
convenience in posting. 



I 16. Determining of Condition of Excess 

Prepare excess record section from 



for determining condition of excess and entry of 
item 3 on WD AGO Form 5-65. Verify quantities 
reported and tag or identify property in stock as 
excess. Separate excesses from other stocks as soon 
as possible. Normally, report only serviceable items; 
however, equipment in need of repairs and items 
which may be serviceable for purposes other than 
normal use may be reported if complete information 
is furnished about repairs required and condition. 
The service command then issues instructions to 
ship, repair, or turn over to salvage officer. Notify 
service command engineer of quantities later re- 
ported as excess but discovered to be unserviceable 
and dispose of items as outlined in section IX. 
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1 1 7. Processing Excess Reports in Servioe 
Command 

This paragraph gives procedures for the service com- 
mand engineer to follow in reviewing, screening, 
and processing Forms 5-65. Complete this action 
within 10 days of receipt. Return reports which 
are incomplete or contain insufficient nomenclature 
to station for correction and resubmission. Return 
both copies of incorrectly prepared forms. 

a. Disposal by Service Command, (i) When 
the cost, estimated if unknown, of all substantially 
similar items excess at any one time and place does 
not exceed the monetary limitation established for 
nominal quantities in War Department Procurement 
Regulations, two copies of the report may be re- 
turned by the service command engineer to the sta- 
tion with instructions that items be disposed of 
locally as salvage in accordance with War Depart- 
ment Procurement Regulations and TM 38-505. 

(2) When it is known that an item is fast mov- 
ing or that a need for it exists in the service com- 
mand, file original copy of excess report by nomen- 
clature in an active file for a 30-day redistribution 
period. File duplicate copy by name of station. 
Maintain current record of disposition action and 
balances of excess on original copy. 

(3) Items required to bring service command 
engineer warehouse stocks up to authorized stock 
level may be transferred to that warehouse. 

b . Screening by Division Engineer. Report 
items not locally disposed of or redistributed to divi- 
sion engineer for screening. 

(1) Balance amount on duplicate copy with 
amount on original. Do not record each transaction 
on duplicate copy. Line out original balance reported 
on duplicate copy and r^qfd| final balance. 

(2) Forward both copies of report to division 
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I 1 8. Action by Division Engineer 

The division engineer processes excess reports for- 
warded to him for screening and disposal as follows : 

a. Edits excess reports for troop supply items, 
standard engineer supply items, and items suitable 
for oversea class IV usage. He withdraws these 
items from stations and orders them to depots or 
processes them in accordance with instructions of 
Chief of Engineers. 

b. Issues following disposition instructions to post 
engineers as soon as possible and not later than 15 
days after receipt of reports: 

( 1 ) Shipment of excess supplies to division engi- 
neer. 

(2) Shipment of excess supplies to another 
agency. 

(3) Transfer of any remaining items or groups 
of items which may be classified as small lots to sta- 
tion salvage officer for sale in accordance with War 
Department Procurement Regulation No. 7 and TM 

38-505- 

(4) Transfer of all remaining items to station 
surplus property officer. 

! 1 9. Redistributing by Service Command 
Engineer 

Much of the material and equipment reported as 
excess by stations can be used by other stations. Fill 



authorized station requirements from available ex- 
cess stocks, thereby reducing purchase action. As 
requisitions are received, review excess reports held 
for period permitted under H7a(3), if possible, 
supply from retained excess stocks. 

a. Service Command Lists. Publish general list 
of items retained for redistribution and distribute to 
each post engineer in service command. It is not 
necessary to name exactly items retained, quantities 
available, or location, but list, in general, only type 
of items retained. Change list from time to time ac- 
cording to change in availability of excess stock. 
Issue specific instructions to class I, II, and IV sta- 
tions prohibiting local purchase of items as long as 
list is effective. Advise commanders of air forces 
and air force commands that lists have been fur- 
nished to class III stations under their jurisdiction 
which are within geographical limits of service com- 
mand, ASF. 

b . Other Lists. Use excess lists of division 
engineers, Commerce Department, Reconstruction 
Finance Corporation, and other agencies to maxi- 
mum extent before authorizing local purchase. When 
items are available from Commerce Department, Re- 
construction Finance Corporation or other govern- 
ment agencies, extract requisitions from posts and 
forward to proper agency. Cite appropriate post’s 
funds or funds available to service command on 
requisition, and use Standard Form 1080 to trans- 
fer funds. 
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REPAIRS AND 



SECTION XI 

UTILITIES WAREHOUSING 



1 20. Purpose 

a. General. The instructions in this section are 
a guide to warehouse operations and can be adapted 
to fit local conditions. 

b. Objectives. The primary objectives of ware- 
housing are to accomplish the following: 

(1) Maximum use of existing space. Avoid new 
construction and extensive alterations to warehouse 
facilities. 

(2) Conservation of time and manpower. 

(3) Speeding up of supply operation. 

(4) Conservation of supplies by avoiding reorders 
of material in stock which cannot be located when 
required. 

121. Preparing Warehouse Layout 

The first step in efficient storage operations is de- 
vising a lay-out plan to fit the type and scope of 
property in use at the station. Details of the plan 
depend on the type and amount of supplies handled 
and local operational conditions. In general, the most 
practical plan is a single warehouse with an adjacent 
open storage area located in the vicinity of the post 
engineer shops and offices. Keep number of points 
of issue for repairs and utilities supplies to an abso- 
lute minimum consistent with efficient operations. 
Prepare warehouse lay-out plans in accordance with 
the following: 

a. Shipping and Receiving Departments. 
Place issuing and shipping department at one end 
of building and receiving department at other end, 
when local conditions permit. When volume of 
supplies is small, place receiving and shipping de- 
partments in one common area. Provide enough 
space for receiving and issuing supplies to elimi- 
nate using aisles and walkways for these functions. 

b. Bins. Arrange bins with smallest size open- 
ings closest to issuing and shipping department. 

(1) Place one main aisle from 4 to 6 feet wide 
between receiving and issuing departments. Ex- 
ceptionally large warehouses may require two or 
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more main aisles. Place bins at right angles to 
main aisle. 

(2) A maximum length of 50 feet for a bin sec- 
tion is recommended. Arrange various sizes of 
lateral or cross aisles, depending on size of bins or 
racks facing aisle. Suggested sizes for cross aisles 
are: 

(a) 30 inches between small bins. 

( b ) 36 inches between large bins. 

( c ) 48 inches between racks. 

(d) 60 to 72 inches between decks. 

c. Fire Aisles. Do not maintain fire aisles be- 
tween stored supplies and outer walls, regardless of 
type of construction (except for supplies presenting 
special hazards and requiring special precautions. 

d. Loading Facilities. Provide loading and 
unloading facilities so materials can be loaded di- 
rectly from truck or railroad car into warehouse. 

e. Space for Excess Items. Provide space for 
separating items reported as excess. In general, 
equip this space with same size and type of bins, 
decks, and racks as main warehouse. When pos- 
sible, store excess items in a separate building. 

/. Use of Item. Consider end use of item. 
Store items of same major group in one place; for 
example, keep all electrical items in one place, 
plumbing supplies in another, and the like. When 
feasible, store items of each federal class together 
within major group. 

122. Allotting Bin Space 

To use warehouse bin space to the maximum, pro- 
vide bins of proper size. Except for fast moving 
items, make bin large enough to hold contents of 
standard pack plus few additional pieces. The fol- 
lowing suggestions are a guide for efficient use of 
bins: 

a. Size. A minimum of four sizes is recom- 
mended. List the available sizes of bins and assign 
each size an identifying number, as follows: 
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Bin-size 

number 


Height 




Bin size 
Width 




Depth 


Total 

cube 


1 


6 


X 


6 


X 


12 


432 


2 


6 


X 


12 


X 


12 


864 


3 


12 


X 


12 


X 


12 


1728 


4 


12 


X 


18 


X 


24 


5184 


5 


21 


X 


36 


X 


24 


18144 


6 


21 


X 


36 


X 


36 


27216 



b . Total Bin Space. Measure all items in stock 
to determine their cube. Multiply cube of item by 
station control level to determine total bin space 
required. Allow for amount stored in reserve loca- 
tions. List these figures under column for bin 
which it will most nearly fill, as follows: 



Bin size 1 
Cube-432 


Bin size 2 
Cubc-864 


Bin size 3 
Cube-1728 


Bin size 4 
Cube-5184 


400 


654 


1008 


3498 


105 


558 


1590 


5000 


357 


860 


990 


2000 



c. Number of Openings. Compute total num- 
ber of openings of each size of bin required by 
counting listings under each of headings and allow- 
ing factor of 15 percent expansion for new items to 
be stocked. The 15 percent expansion factor is 
only an average ; determine exact percentage at each 
post, considering amount of excess on hand and 
future requirements of post for repairs and main- 
tenance. 

d. Number of Bins. Determine number of bins 
of each size available in warehouse and compare it 
with number of bins required. If bins of required 
size are not available, construct new ones or remodel 
old ones by installing bin dividers. 

e. Use of Bin Space. Make periodic checks of 
Lise of bin space. Compare total number of unused 
bin openings with total available for each size and 
compute percentage of each size unused. Since 
items are stocked by major groups and uses, break 
these figures down by these groups. If number of 
bins of one size assigned to a group is in excess of 
requirements and number assigned to another group 
is deficient, transfer section from one group to the 
other. Also, if necessary, remodel large bins not 
required in one area into small bins and transfer to 
area where small opening bins are needed. 
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1 23. Storage Lay-out Charts 

After storage lay-out of warehouses and yards is 
determined, prepare and post lay-out charts in con- 
spicuous places throughout office and warehouse. 
These charts are of two types: a lay-out of post 
showing location of storage points, and a lay-out of 
each warehouse and materials yard showing location 
of different classes of property. 

1 24. Storage Principles 

The following factors affect the efficient operation 
and utilization of storage space : 

a. Open Storage, (i) Definition and use. Store 
items which resist deterioration in the open. In gen- 
eral. such items include castings and structural steel, 
clay and concrete pipe, construction equipment, oils 
and greases when in barrels, and the like. Provide 
dunnage or foundations to keep supplies off ground, 
provide ventilation, and prevent accumulation of 
surface water. To do this, use logs, stone, cinders, 
or macadam. Follow preventive maintenance in- 
structions on care and preservation of supplies. 

(2) Layout. The following principles apply to 
laying out open storage areas : 

(a) Divide yard into areas and subdivide areas 
into blocks. 

( b ) Keep hauling distances from unloading point 
short. Arrange aisles and roadways to provide 
straight-line flows of supplies between unloading 
point and storage points. 

(c) Stock items by major groups end uses and, 
when feasible, by federal classes within major 
groups. 

(d) Store and arrange items to avoid rehandling. 

b. Warehouse Storage. Store those items 
which require protection of a building or require 
binning in warehouses. Be careful in storing and 
handling items to prevent damage. Provide ade- 
quate lighting to avoid accidents, increase efficiency, 
and reduce mistakes in tallying. Normally, ceiling 
lights are enough for handling supplies piled or 
stacked and drop-cord lights are effective for items 
stored on shelves and in bins. 

r. Adequate Security. Make frequent checks 
of items particularly liable to theft. Allow only 
authorized persons in warehouse and storage areas. 

d. First-in First-Out. Give stock longest on 
hand priority in issue to minimize deterioration and 
provide turnover. The first-in, first-out principle of 
issue prevents deterioration in storage and takes ad- 
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vantage of minor changes in style or model of manu- 
factured items. 

e. Post Engineer Responsibility. The post 
engineer is personally responsible for taking ade- 
quate measures to assure the preservation of stock 
in storage against deterioration and corrosion. 

125. Stock Locator System 

Establish and maintain a locator system for each 
warehouse and storage location. The prescribed 
system consists of an alphabetical card index of the 
location of items stored in warehouses and yards. 
It enables the storekeeper to locate items quickly 
when received for stock or required for issue and 
to follow established nomenclature. 

a. Establishing Location Codes. Use sepa- 
rate types of location codes in numbering storage 
areas, one for warehouse storage and one for open 
storage. Use series of four numbers for warehouse 
location code-building, section, tier, and bin. Use 
series of three numbers for open storage location 
code-yard, area, and block. 

(1) Buildings. Number each building, yard, and 
shed. Use numbers of buildings presently assigned 
by post. 

(2) Bin sections. Number bin sections consecu- 
tively, beginning with bins closest to issue point. 

(3) Tiers. Number tiers from bottom to top 
within each section. 

(4) Bins. Number bins consecutively within 
tiers from left to right. 

(5) Yards . Lay out open storage yard in square 
areas and number areas consecutively. Divide these 
areas into four blocks and number blocks clockwise, 
starting with 1 in upper left-hand comer. 

b. Identification. Use bin cards and open stor- 
age cards to facilitate identification of materials lo- 
cated in these storage areas. Record exact nomen- 
clature, stock number, unit of issue, and regular 
and reserve locations on bin card WD AGO Form 
5-107 (Bin Card) as recorded on stock record 
card. Do not maintain running balances of quanti- 
ties on hand on bin cards. 
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Figure 32. Bin card. 

bin card would not prevent reidentification ; for 1 
example, items such as equipment repair parts, elec- 
trical distribution equipment, and the like. 

c. Assignment of Storage Location. The 
storekeeper determines which type of storage space 
is required for each item and assigns items to spe- 
cific locations. Notify him of type and quantity of 
items to be received for stock so proper storage ar- 
rangements can be made. 

d. Reserve Locations. If desirable, maintain 
a reserve location of an item to conserve readily 
accessible bin and storage space near point of issue. 

As stock in regular location is depleted, replenish it 
by transferring items from reserve location. Make 
notation of reserve stock storage point on bin card 
at regular location. Identify reserve stock by a bin 
card and note location of reserve stock on locator 
card. 



(1) Large and bulky items. Identify large items 
in warehouse or yard by tagging them. When two 
or more of an identical item are stored together, tag 
only one. Identify bulky items by stenciling infor- 
mation with permanent rustproof paint in con- 
spicuous place on item. 

(2) Technical equipment. Tag items of technical 
nature not readily identifiable to layman so loss of 

Digitized by Google 



e. Locator Card. Prepare a stock locator card 
WD AGO Form 5-108 (Stock Locator Card) as 
soon as stock location is determined and mark loca- 
tion on suitable bin or open storage cards. File 
locator cards alphabetically or by federal class in a 
place accessible to storekeeper. Use these cards as 
an aid both in issuing materials and in storing ma- 
terials on receipt. Also, indicate reserve location of 
Original from 
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item on locator card. Prepare requisitions on store- 
keeper from information on locator card. 

/. Stock Locator Report. When location of 
stock is changed, forward a report on a locally re- 
produced form similar to figure 34 (WD AGO 
Form R—5376) to stock record clerk for correction 
of location information on WD AGO Form 5-104. 
Use stock location reports also to verify nomencla- 
ture and stock number on locator cards. 



STOCK NO. 

42-6028.300.100 


steel, 
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WD AGO form c 4 r\Q Stock Locator Card 
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Figure 33. Stock locator card. 



g . Changes in Stock Location. When either 
regular or reserve stocks are moved, correct bin 
card and transfer with stock to new location. Note 
new location on next line of stock locator card and 
rule out old location. When space for changes in 
location is completely filled and another change is 
made, prepare new card and destroy old card. 

h. Location SuRV^ ll 0Join&|lg make location 
survpv rnnrnrrent with repnlar inventories. Correct 



discrepancies in location information discovered by 
location survey immediately. Make additional sur- 
veys when it is found that location information is 
inaccurate. 



126. Receiving and Issuing 

a. General. Best control over the flow of ma- 
terials is possible when one point of receiving and 
one point of issuing supplies are established. Addi- 
tional points of receipt* and issue may be established 
as necessary. 
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Figure 34. Stock location report . 



b . Guides for Operations. The following sug- 
gestions are guides to efficient operations: 

( 1 ) Make no issues without written authority. 

(2) Make sure personnel at receiving and issuing 
points familiarize themselves thoroughly with pro- 
cedures in section II, VI, and VII. Make sure they 
are acquainted with all property forms, because one 
of these forms is required for every movement of 
property in or out of warehouse. 

(3) Prepare all forms legibly and accurately. Do 
not type requisitions on storekeeper. 

(4) Provide safe place for all papers while 
they are in warehouse to prevent their being soiled, 
damaged, lost or overlooked. Original from 
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ment of property to stock record clerk regularly each 
day. 

(6) Check and total all receipts and issues of sup- 
plies carefully and accurately. Check each incoming 
shipment immediately on receipt and before placing 
materials in stock. Check issues as delivered to 
workmen and outgoing shipments at last possible 
moment before supplies are delivered for transpor- 
tation. 

(7) Store materials ordered for a specific project 
or repair separately on receipt and notify appropriate 
shop. Notify post engineer if supplies are not 
picked up within a reasonable time. 

(8) Separate property which becomes unservice- 
able while in warehouse from regular stock and 
handle as prescribed in section IX. 

127. Packing, Crating, and Marking for 
Shipment 

When shipping instructions for excess property are 
received from the service command engineer, it is 
important that the property be shipped promptly and 
that it be properly packed, crated, and marked to 
protect it against the hazards of shipping. Broad 
principles of packing all property for shipment from 
the station are outlined below. 

a. Selection of Container. Design container 
to meet hazards of shipments. Since repairs and 
utilities supplies are normally shipped domestically, 
containers are not as rigid as for export shipments. 
To conserve materials, avoid elaborate containers. 
Some of the factors to be considered in selecting 
the proper container are — 

( 1 ) Size of item. This factor influences the kind 
and number of reinforcing cleats, battens, and metal 
straps and thickness of lumber to be used in crating. 

(2) Weight of item. This factor usually deter- 
mines thickness of lumber used and number, size, 
and method of applying and reinforcing battens and 
strapping. 

( 3 ) Value of item . Construction of exceptional 
strength is justified to protect articles of great value 
from damage and pilfering. 

(4) Transportation hazards. Transportation haz- 
ards depend on type of carrier and amount of re- 
handling. Shipments by post engineer truck direct 
to ultimate user require a less rigid type of packing 
and crating than required for transcontinental hCL 
shipment involving many rehandlings. 

ps of Cj6^TAj[NEf^. Six types of shipping 
; in creneral useOTdav and descriotions of 
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their use are listed below. More detailed informa- 
tion relative to their construction and use is con- 
tained in the Joint Army Navy (JAN) Specifica- 
tions listed beside them. 

(1) Nailed-wood shipping crates (Specification 
JAN-P— 104). Such crates are either of the skid 
type or the sill type. They are normally used for 
materials mounted on the base of the crate. The 
base gives the support for the material. Sides are 
for protection only. This type of container is rigid, 
sturdy, and providea high resistance to shock. It 
is suitable for items weighing more than 1,000 
pounds. 

(2) Cleated-plywood shipping boxes (Specifica- 
tion JAN-P-105). This container is similar to 
the nailed-wood shipping crate. Plywood is used 
for sides instead of thick boards. This container 
resists shock well, is not easily punctured, is easily 
handled and comparatively light. Nails are used to 
fasten cleats to plywood and either flat-metal or 
round-wire straps applied over cleats. Maximum 
weight limit for this container is approximately 
1,000 pounds. 

( 3 ) Nailed-wood shipping boxes (Specification 
JAN-P-106). This type of container is similar in 
many respects to the nailed-wood crate except that 
it lacks frame members and skids. The outside 
cleats facilitate handling. This container is used 
to ship articles covering a wide range of sizes and 
weights. Generally, weights should not exceed 
1,000 pounds. 

(4) Wire-bound shipping boxes (Specification 
JAN-P-107). The principle of this container is 
to use steel-wire cleats and relatively thin boards 
to obtain the strength contained in nailed-wood 
boxes through the use of thick boards. Strength 
is determined by the size of cleats at end of box, 
thickness of board, and number and diameter of 
binding wire. Wire is stapled to cleats and boards 
and is continuous around girths of box. Maximum 
shipping weight should not exceed 500 pounds. 
This container has high resistance to shock, is easy 
to assemble, handle, and store. It is excellent in 
stacking and has low cubic displacement. 

(5) Fiber-board shipping boxes (Specification 
JAN-P-108). This container is made from fiber 
board, is easy to handle and set up, and can be 
closed tight against dust. Straps are either flat 
metal or wire. It is not practical for fragile items 
except when items are further protected by excel- 
sior, paper wrappings, 'and thenlike. The weight 
normallv should nof exceed 70 nounds. 
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(6) Miscellaneous containers. In addition to 
those shipping containers mentioned above, barreled 
metal drums, fiber drums, plywood drums, bags 
(paper and textile), bales, and bundles are also 
authorized for specific use. 

c . Marking Packages. Be sure that only serv- 
iceable items and those ordered to be shipped are 
packed. Mark each item for identification as it is 
packed. Stencil or plainly mark consignee’s address 
on container with good grade of marking ink or 
paint. 

(1) Minimum size of marking is 2 inches and 
maximum size is 6 inches. Five-inch markings are 
recommended when practicable. 

(2) Number packages in shipment consecutively 



to assist in locating and segregating them from 
other shipments. 

(3) Use stencils instead of brush marking if pos- 
sible. 

(4) Mark out previous markings w f hen con- 
tainers are re-used. 

(5) Mark containers for fragile supplies prop- 
erly with such notices as Fragile, Handle with care, 
Glass, and the like. 

(6) Mark packages containing inflammables 
and/or explosives as required by government regu- 
lations. 

(7) Tack copies 3 and 4 of WDSD on package 
or in car as indicated in chart 12. 
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APPENDIX 

EXPENDABILITY CLASSIFICATION OF REPAIRS AND UTILITIES SUPPLIES 



E — Expendable 
P — Class P nonexpendable 
M — Class M nonexpendable 



Code 



Item 



E Acid 

E Adhesive, paste 
M Adze 

P Aerators, mechanical 
M Agitator, paint 
P Air conditioning 
unit 
Alcohol 

Altimeter, surveying 
Alum 

Aluminum, sheet 
Ammeter 
Ammonia 
Amonium 
Anchor, guy line 
Anemometer 
Angledozer 
Antifreeze 
Anvil 

Apron, blacksmith 
Arrestor, lightning 
Asphalt 
Auger 
Awl 

Ax, except fire 
Ax, fire 

Backfiller 
Bag, canvas, coal 
Bag, cement, paper 
Balance, torsion 
Bands, coupling, 
pipe 

Bar, crow 
Barge 
Barometer 
M Barrel, fuel oi 
P Bath, laborato' 



Code Item 

E Battery 
E Beaker, glass 
E Beam, cross 
E Bearing 
P Bell, alarm electric 
E Belt, drive 
P Bench, work 
E Bend, pipe 
M Bender, rail 
M Bevel, carpenters 
E Bibbs, hose 
M Binoculars 
M Bit, hand tool 
E Bit, machine tool 
E Blade, saw, hack or 
band 

E Blank, end, pipe 
M Blanket, rubber 
M Block, valve lapping 
M Block, snatch 
P Blower, centrifugal 
E Board, bristol 
M Board, drawing 
M Boat 

P Boiler, hot water 
E Bolt 

M Book, reference 
M Boot, leather or 
rubber 
E Borax 
E Bottle, glass 
P Bowl, water closet 
E Box, fuse 
M Box, socket wrench 
set 

M Box, tool 



£0 ^^'ca'peme, 



Code Item 


Code Item 


E 


Bracket, shelf 


M 


Cart, fire hose 


E 


Brad, wire 


M 


Case, carrying 


E 


Branch, pipe 


E 


Cement 


E 


Breaker, circuit 


E 


Chain, anchor 


M 


Breaker, paving 


M 


Chain, log 


E 


Brick, fire 


E 


Chalk 


E 


Briquette 


E 


Charcoal 


E 


Broom, corn or fiber 


E 


Cheesecloth 


M 


Brush, paint 


M 


Chests, tool 


M 


Bucket, coal 


M 


Chisel 


P 


Bucket, fire 


P 


Chlorinator 


E 


Buffer, abrasive 


E 


Chlorine 


M 


Buffer, farriers 


P 


Circulator, hot water 


M 


Buggy, concrete 


E 


Clamp, hose 


E 


Building unit, pre- 


M 


Clamp, toolmakers 




fabricated panel 


E 


Clay, fire 


E 


Bulb, incandescent 


M 


Cleaner, pipe line 




(lamp) 


E 


Cleat, awning 


M 


Bullclam dozer 


E 


Clevis 


M 


Bulldozer, tractor 


M 


Climber, pole, 


P 


Buoy 




linemans 


E 


Bushing, pipe 


E 


Gip, cable 


E 


Button, push 


M 


Clipper, bolt 




P 


Clock, wall 


M 


Cabinet, map 
filing 


E 

E 

M 


Cloth, textile 

Coal 

Coat 


P 


Cabinet, mortuary 


E 


Cock, air or 


E 

E 


Cable 

Calcium 


E 


drainage 
Coil, hot water 


M 


Calculator 




heater 


M 


Caliper 


E 


Coke 


M 


Can, ash and 


E 


Compound 




garbage 


P 


Compressor, air. 


M 


Canthooks 




installed 


E 


Cap, blasting 


M 


Compressor, air, 


E 


Cap, valve Original fm^railer mounted 


E 


Carbon 


M Compass 
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Code Item 

E Connection, hose 
E Connector, cable 
M Conveyor, belt, 
portable 

P Conveyor, fixed 
E Copper, bar or plate 
E Cord, sash 
E Cork 

E Cotton, calking 
M Countersink 
E Coupling, pipe or 
hose 

Cover, canvas 
Cover, condulet 
Cracker, stone 
Crane, crawler 
mounted 
Crayon 
Creosote 
Cross, pipe 
Cross arm, wood 
Cross ties, railroad 
Crusher, coal or ice 
Crusher, jaw or *-oll 
type 

Cultivator 
Cutout, electric 
Cutter, glass 
Cylinder, gas 

Damper, stovepipe 
Derrick 

Die, steel marking 
Digger, post hoie 
Disk, abrasive 
Disinfectant 
Dispenser, 
insecticide 
Distributors, 
bituminous 
Ditching machine 
Dolly 

Door, wood or 
screen 
Drag, road 
Drain 
Drainboard 
Dresser, emery 
wheel 
Drill, core 
Drill, pneumatic 
Drill, press 



Code Item 



M 


Driver, pneumatic 


M 


Drum, steel 


E 


Duck, cotton 


E 


Duct, sheet metal 


M 


Duster, insect 


E 


Dye 


E 


Dynamite 


M 


Edger, concrete 


E 


Elbow, pipe 


E 


Electrode 


P 


Elevator 


E 


Ells 


E 


Emery cloth 


E 


Enamel 


P 


Engine, gasoline 


E 


Ether 


M 


Expander, pipe 


E 


Explosive 


P 


Extinguisher, 




fire, building 


E 


Fabric, coated 


M 


Fan, air circulating. 




desk, floor or wall 


P 


Fan, exhaust 


E 


Faucet 


E 


Felt 


P 


Fencing, snow 


M 


File, hand 


P 


File, rotary 


E 


Filter, photographic 


M 


Filter, water, 




truck-mounted 


E 


Fixture, electric 




light 


E 


Flange, pipe 


E 


Flare 


M 


Flashlight 


E 


Flask, glass 


M 


Floodlight, portable 


P 


Floor, tent, wooden 


E 


Fluid, brake. 




hydraulic 


E 


Flux 


E 


Foam making 




solution 


M 


Force cup, plumber 


M 


Forge, hand 




portable 


P 


Forge, power driven 


M 


Fork 



Code Item 

M Form, concrete, 
steel 

E Formalin 
P Fountain, porcelain, 
drinking 

M Frame, hacksaw 
P Frame, tent 
P Frequency changer 
E Fuels, solid 
M Fuller, blacksmith 
M Funnel 
P Furnace 
E Fuse, electric 

E Gauge, boiler, 
steam 

M Gauge, cylinder, 
compression 
P Gauge, recording, 
water 

M Gauge, wire or tire 
E Gas 
E Gasket 
E Gasoline 
E Gate valve section 
E Gauze, wire 
E Gear, lathe 
M Generator, electric 
M Generator set, 

gasoline, portable 
M Gin, transformer 
E Glass, window 
E Glass wool 
M Glasses, focusing 
M Gloves, asbestos 
E Glue 
E Glycerin 
M Goggles 
M Gouge, 

woodworkers 
M Grab, log 
M Grader, road 
E Gravel 
E Grease 
E Grease cup 
M Grease gun 
P Grinder, hand, 
bench type 

P Grinder and polisher, 
electric, bench 
type 

P Grindstone, mounted 



Code Item 



E 


Grip, cable 


M 


Groover, cement 


E 


Guard, lamp 


M 


Guide, drill 


E 


Gum 


M 


Gun, spray 


E 


Gypsum 


M 


Hammer, claw 


M 


Hammer, pneumatic 
or steam pile 
driver 


E 


Hanger, pipe 


E 


Hangers and trucks, 
sliding door 


M 


Harrow, disk or 
spring tooth 


E 


Hasp, hinge, steel 


M 


Hat, rubber 


M 


Hatchet 


M 


Head, cutter, valve 
seat 


P 


Heater, space 


P 


Heater, water 


M 


Helmet, safety 


E 


Hinge 


M 


Hod, coal 


M 


Hoe 


M 


Hoist, chain 


P 


Hoist, trolley type 


M 


Holder, bit 
extension 


M 


Hone, cylinder 
grinding 


M 


Hone, knife 


E 


Hood, insulator 


M 


Hook, grapple 


E 


Horn and nozzle, 
fire extinguisher 


P 


Hose, fire 


M 


Hose, garden with 
couplings 


E 


Hose, gasoline 


E 


Hose, radiator 


E 


Hydrants, fire 


M 


Hydrometer 


E 


I-Beam 


E 


Injector, steam 


E 


Insecticide 


E 


Insert, concrete 
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Code Item 


Cod( 


’ Item 


M 


Instrument, 


E 


Linoleum 




drawing 


E 


Liquid, cleaning 


E 


Insulating material, 


E 


Liquid, fire 




electric 




extinguisher 


E 


Insulation, mineral 


M 


Loader, bucket 


E 


Insulator, electric 


E 


Lock, cabinet 


E 


Iron, black 


M 


Lock, pad 


M 


Iron, calking 


E 


Lockwasher 


E 


Iron, galvanized 


M 


Locomotive 


M 


Iron, soldering 


E 


Long screw, pipe 






E 


Lubricant 


M 


Jack, screw 


M 


Lubricator, truck 


M 


Jacket, welders 




mounted 


E 


Jar, glass 


E 


Lug, solder 


E 


Jaw, pipe wrench 


E 


Lumber 


M 


Jig, rebabbitting 


E 


Lye 


E 


Joint, 'pipe 






P 


Jointer, bench 


M 


Machete 


E 


Jute 


M 


Machine, backfilling 






P 


Machine, beading 


E 


Kerosene 




and crimping 


M 


Kettle, asphalt 


P 


Machine, bending 


M 


Kit, repair or 


M 


Machine, blasting 




testing 


P 


Machine, blueprint 


M 


Knife 


P 


Machine, key biting 


E 


Knob, door 


P 


Machine, wood- 








working, power 


M 


Lacer, belt 




operated 


E 


Lacquer 


E 


Magnesium 


P 


Ladder, fire 


M 


Magnet, horseshoe 


M 


Ladder, step or 


M 


Mallet 




extension 


P 


Manifold, gas 


M 


Ladle, plumbers 




cylinder 


E 


Lamp, electric 


P 


Manometer, liquid 




(bulb) 




or mercury 


M 


Lantern 


E 


Marker, luminous 


E 


Latch, rim 


M 


Mask, gas 


E 


Lateral, pipe 


E 


Masonite 


E 


Lath, wood 


M 


Mattock 


P 


Lathe, turning 


M 


Maul 


P 


Lavatory 


M 


Measure, stee* 


E 


Lead, sheet 


E 


Mender hose or 


E 


Leather 




chain 


E 


Lens, goggle 


E 


Mercury 


M 


Lettering device 


P 


Meter, measuring 


M 


Level, hand 


M 


Meter, photographic 


M 


Level and plumb 




exposure 


M 


Leveler, land 


E 


Methano 


E 


Lift, screen 


E 


Methyl 


E 


Lime 


M 


Micrometers 


E 


Line, cotton 


M 


Mixer, concrete 


E 


Link, chain 


M 


Mop 



Digitized by Gougle 



Codt 


’ Item 


Code Item 


M 


Mortar and pestle 


M 


Pliers 


P 


Motor, electric 


M 


Plow, disk, road 


M 


Mover, car 


E 


Plug, attachment. 


M 


Mower, lawn 




electric 






E 


Plug, pipe 


E 


Nail 


E 


Plug, spark 


M 


Nail driver, 


M 


Plumb bob 




pneumatic 


E 


Plywood 


E 


Needle 


M 


Poker, stove 


E 


Netting 


M 


Polarmeter 


E 


Nipple, hose or pipe 


E 


Pole hardware 


E 


Nozzle, hose 


M 


Pole, pike 


E 


Nut 


E 


Pole, wood 






E 


Polish, metal 


E 


Oil 


E 


Post, fence 


E 


Oakum 


M 


Pot, melting 


P 


Organ, electric 


E 


Potassium 


E 


Oxygen 


E 


Powder 






P 


Press, arbor, hand 


E 


Packing 


P 


Press, drill 


M 


Pail 


E 


Primer, paint 


E 


Paint 


E 


Pull, door 


M 


Pan, dust 


M 


Puller, general 


E 


Panel board, 




purpose 




electric 


E 


Pulley, screw type 


E 


Paper 


M 


Pump, grease 


E 


Paperboard 


P 


Pump, deep well 


E 


Paraffin 


M 


Punch, center, belt 


E 


Paris green 


E 


Putty 


E 


Paste 






E 


Patch, inner tube 


E 


Radiator, heating. 


M 


Paulin, tarpaulin 




steam 


M 


Peavy 


E 


Rail, railroad 


E 


Pen, drawing 


M 


Rake 


E 


Pencil 


P 


Ram, hydraulic 


E 


Phenol 


M 


Rammer, foundry 


M 


Pick 


M 


Rasp 


E 


Pile, wood, 


M 


Reamer, machine 




creosoted 




tool 


M 


Pile driver 


E 


Receptacle, plug. 


E 


Pin, cotter, split 




electric 


M 


Pincers 


E 


Reducer, pipe 


E 


Pipe 


M 


Reel, wire 


E 


Pipe covering 


E 


Reflector, lamp 


E 


Pitch, coal-tar 


E 


Reflector , d i rect i ve , 


M 


Plane, carpenters 




road 


P 


Planer, 


E 


Regulator, back 




woodworking 




pressure 


M 


Planetable 


E 


Relay, precision 


E 


Plank 


E 


Remover, pa ; nt 


E 


Plaster 


E 


Repellent, insect 


E 


Plate, base 


M 


Reseater, needle 
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Code Item 

M Respirator, paint, 
spraying 

P Rheostat, rotary 
E Ring, steel wrought 
E Rivet 
M Riveter 
E Rod, ground 
M Roll, tool set 
M Roller, road 
E Roofing 
M Rooter, road 
E Rope 

E Rosette, electric 
E Rosin 
E Rubber 
M Rule, carpenters 
M Runner, lead joint 

E Saddle, pipe 
E Salts 
E Sand 
M Sander, floor 
E Sandpaper 
E Sash, window 
M Saw, hand 
P Saw, circular 
P Saw mill and 
jointer 
M Scaffold, 

prefabricated 
P Scale, weighing, 
truck 

M Scale, weighing, 
counter type 
M Scissors 
M Scoop 
M Scraper 
E Screen, wire 
P Screen, bar 
E Screening 
E Screw 
M Screw driver . 

M Screwstarter 
M Scriber 
M Scythes 
E Seal, steel 
P Searchlight 
E Seed, grass 
M Seeders, broadcast 
M Semitrailer 
E Shackle 
E Shades, window 



Code Item 

M Shaper, woodwork- 
ing, portable 
M Sharpener, chain 
saw 

M Shear, portable 
M Shear, squaring 
M Sheath, tool 
E Shellac 
M Shield, welders, 
portable 
E Shingles 
M Shovel 
E Shower head 
M Sickles, hand 
E Siding, asphalt 
E Sign 

P Signal system, 
railway 

E Silica, sand and 
flour, foundry 
E Sill, door or 

window 
P Sink 

P Siphons, dosing 
P Siren 

P Skimmers, sewage 
E Skin, chamois 

M Sledge 
E S’eeve, cable 

E Sleeve, pipe 

E Socket, double pipe 

E Soda 

E Sodium 

E Softener, water 
E Solder 

M Soldering set 
M Spacer, railroad 
M Spade 

E Spigot 

E Spike 

E Splicer 

E Sponge 

E Spool, wire 

E Spout, oiler 

M Sprayer, insect 
M Spreader, sand 
E Spring, door 

M Sprinkler, lawn, 
rotary 

M Square, carpenters 
E Stamp, rubber 
P Stand, machine 



Code Item 

M Standard caliper, 
micrometer 
E Staple, fence 
E Steel, reinforce- 
ment, concrete 
M Stencil, lettering 
P Stoker, coal, 
automatic 

M Stone, sharpening 
E Stopper, basin 
P Stove 
E Stove parts 
M Straightedge 
E Strainer, suction 
hose 

E Strap, pipe or hose 
E Strapping, packing 
case 

M Stretcher, wire 
E Strip, weather 
M Stripper, wire 
E Structural steel 
E Stud, fixture 
E Sulphur 
E Support, box, pole 
M Swage, blacksmith 
M Sweeper, rotary 
broom 

E Switch, electric 
control 

E T-branch pipe 
E T-Square 
M Table, drawing 
P Table, mess 

(constructed 

locally) 

M Tachometers 
E Tack 
E Talcum 
E Tallow 
M Tamper, backfill, 
road 

P Tank, storage, hot 
water 

M Tank, water, 

trailer-mounted 
M Tank, truck- 
mounted 
M Tap, hand 
E Tape, friction 
M Tape, measuring 



Code Item 

E Tar 

M Target, level rod 
M Tarpaulin 
E Tee, pipe 
E Terminal, cable 
M Tester, electrical 
E Tetraethyl lead 
E Thermometer 

E Thermostat 

E Thinner, paint 

E Thread 

P Threading head, 
drill steel 

M Threading machine, 
pipe, portable 
E Tie, wood, railroad 
E Tile 

E Timber 

E Tin, pig 

E Tip, welding 

M Tongs, pipe 

carrying 

P Toilet bowls 

M Tool, hand 
M Torch, gasoline 
blow 

E Track, tractor 

M Tractor 
M Trailer 
P Transformer, 

electric 

M Transit, surveying 
M Tray, wrench 
socket set 

M Triangle, drafting 
M Trimmer, hedge 
M Tripod, instrument 
M Trowel 
M Truck, fire 
P Tub, laundry or 
ba:h 

E Tub, insulating 
E Tubing 
P Turn-out, railroad 
P Turntable, cable 
reel 

E Turpentine 
M Tweezers 
E Twine 
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Code Item 

M Umbrellas, 
surveyors 

M Undercutter, mica 
E Union, pipe 
P Urinal 

E Valve 
E Varnish 
M Vehicles, special 
purpose and 
special equipment 
M Vibrator, concrete 
P Vise, bench type 
M Volt, ohm, 

milliammeter 
M Voltmeter 
M Vulcanizer 

M Wagon, dirt or 
rock 

E Wallboard, 

composition 
E Washer 
E Waste, cotton 



Code Item 

M Watch, stop, pocket 
P Watt meters, 
installed 

M Watt meters, 
portable 
E Wax 
E Web, spider 
P Welder, electric arc, 
installed 

E Wheel, abrasive 
M Wheelbarrow 
E Whiting 
E Wick 
P Winch, hand, 

truck-mounted 
E Wire 
E Wool, steel 
M Wrench 

E Y-B ranch, pipe 

E Yoke, pipe 

E Zinc, slab 

E Zinc nitrate 
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Adjustments to property records 
Auditing property records 

Bin cards 

Bins : 

Allotment of space 

Arrangement in warehouse. 

Numbering 

Building number : 

Assignment 

On real property record 

Buildings and structures : 

Damage 

Demountable 

Movement intact 

Real property record 

Salvage or sale 



Certificate of expendability 

Change in accountable officers 

Classification of supplies 

Class M supplies : 

Accountable record 

Authority for issue 

Basis of issue 

Cost classification 

Definition 

Issue to other than post engineer organization 

Persons to whom issued 

Recording issues on stock record card 

Setting reorder point 

Setting station control level 

Transfer of accountability 

Typical transactions ( see also Memorandum receipt accounts) 
Class P supplies : 

Definition 

Installation by post engineer 

Installed in another nonexpendable item 

Removal from installation and return to stock 

Summary voucher for issue 

Typical transactions (see also Installed property) 

Coal : 

Issue 

Receipts 

Requisitions 

Condition of excess supplies : 

Determination 

On excess report 



Consolidated property records 
Conversions W real prop^t 



jQle 



Paragraph 


Page 


87 


65 


10 


7 


125b 


92 


122 


90 


121 


90 


125a 


92 


60 


41 


54f 


30 


61 


43 


63 


43 


62 


43 


55 


37 


94 


71 


29d 


21 


100 


75 


5c 


2 


77a 


58 


67b, 77b 


49, 58 


77d 


59 


37b 


25 


5c 


o 


84 


63 


77c 


59 


41g 


28 


111 


85 


109d 


83 


83 


63 


80 


62 


5c 


2 


22 


11 


71 


63 


66a 


47 


70 


53 


44 


30 


72 


53 


28c 


19 


24e 


14 


116 


88 


115c 


87 


4 


1 



Original from 

LfNIVERSlW OF CALIFORNIA f 




TM 5-601 



Cost accounting relationship : 

Adjustments due to changes in accounts 

Correction of errors reported 

General 

Notification of base data changes 

Stock record cards segregated 

Summarization of value on vouchers... 
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35 
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Damage to public buildings 61 

Delivery ticket for coal 72a 

Demountable buildings 63 

Depot, definition 5f 

Drawing, maps, plans, and specifications : 

Maintenance of file by post engineer 52a 

Transfer by resident engineer 13e 

Dry cell batteries, requisitioning 24e 

Due-in due-out on stock record card 40 
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Excess property, definition 

Excess report : 

Action by division engineer 

Preparation of post report 

Processing in service command. . . . 

Excess supplies : 

Frozen after declaration 

Redistribution by service command 

Reporting 

Requisitioning 

Shipment from station 

Exchange of property 

Expendable supplies : 

Authority for issue 

Cost classification 

Definition 

Expend upon receipt 

Issue on monthly work orders 

Typical transactions 
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Fire fighting clothing — requisitioning 24e 14 

Found on post: 

Real property 17 10 

Supplies 34a 23 



Gas masks and canisters, requisitioning 24e 14 

Gifts and donations 35 23 
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Acquisiton 

Definition 
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Installed property records: Paragraph 

Adjustments 89 

Disposition lib 

Inventory 89 

Preparation 65 

Purpose 64 

Interchangeability data on stock record cards 48 

Inventory : 

Installed property 89 

Real property 88 

Stock 90, 107 

Inventory adjustment report: 

Adjustments in stock inventories 90b 

Overages in installed property inventory 89a 

Inventory cost accounts 46 

Issue of supplies : 

Authority for issue 67 

Basis for Class M 77d 

Class M to others 84 

Coal issues 72 

For new work — transfers 41e 

For R and U use issues 41f 

On monthly work orders 67c 

Return of over issues 73 

Standard procedure 7 

To persons outside R and U organization ( see also Expendable class M and class 

P supplies) 69a 
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Land, real property record 

Leased installed property, acquisition 
Leased real property: 

Acquisition 

Disposition 

Real property records 

Local purchase procedure : 

Authorization and restriction 

Certification 

Forms 

Local stock numbers 

Location data on stock record card . . 
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Materials produced locally 

Memorandum receipt accounts : 

Closing 

Forms and jacket file 

Property held by post engineer ( see also Class M supplies) 

Miscellaneous structures, real property record 

Moving buildings intact 
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New construction, transfer of, by — 

Post engineer 

Resident engineer 

Nomenclature: 

Definition 

On — Excess report 

Requistion on storekeeper 

Requisitions 

Stock record card 

Nonappropriated funds, purchase of installed property 

Nonexpendable supplies, definition 

Nonrepayable supplies 
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Normal issue items: 

Definition 

Setting control level 

Office supplies, requisitioning 

Open storage lay-out : 

Charts 

Preparation 

Over issues, return of 



Packing, crating, and marking for shipment: 

General 

Marking packages 

Selection of container 

Types of containers 

Partial deliveries 

Partial payments 

Petroleum products, requisitioning 

Portable structures defined as installed property 

Posting notation on property documents 

Property forms, old and new numbers 

Property issue slip for issue on Mem/R 

Property installed seasonally 

Property records : 

Auditing 

Change in accountable officers 

Disposition 

Location 

Transfer with responsibility for outpost 

Transfer with surplus installation 

Property turn-in slip for — 

Return from Mem/R 

Transfer of nonrepayable supplies to salvage officer 

Purchase order and voucher 

Purchase request and committment form 

Purchased or condemned real property 



Railroads tracks and bridges, real property record 
Real property: 

Acquisition 

Cancellation of lease 

Definition 

Disposition 

Of other agencies 

Salvage or sale 

Transfer as surplus to chief of engineers 

Transfer to another agency 

Real property records : 

Adjustments 

Changes 

Conversions 

Disposition 

Establishment 

Leased facilities 

Maintenance by post engineer 

Preparation by resident engineers 

Purpose and scope 

Separate for each installation 
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Receiving report for — 

Coal 

Partial deliveries 

Partial payments 

Receipts without WD SD 

Receipt of supplies from — 

Vendors 

WD installations 

Reclamation from salvage 

Recording orders for supplies 

Recording receipts of supplies 

Regulated items : 

Definition 

Requisitioning 

Reorder point: 

Definition 

Establishment of 

On stock record card 

Repairable unserviceable supplies : 

Installed property 

Return after repair 

Stock 

Repairs and utilities supplies : 

Authority for issue 

Basis of issue 

Classification for — Stock control purposes 

Supply purposes 

Definition and property classification 

Report of survey : 

Class M supplies 

Damage to public buildings 

Discrepancies in shipments 

Salvage or sale of buildings 

Shortage in — 

Coal shipments 

Installed property inventory 

Real property inventory 

Stock inventory 

Request for procurement action 

Requisition : 

Items required to be requisitioned 

Preparation and processing 

Requisition on storekeeper : 

Preparation 

Processing 

Standard operating procedure 

Reserve warehouse location : 

Establishment 

On stock locator card 

On stock record card 

Return of over issues 



Sale of supplies and services 

Salvaged materials, reclamation 

Salvage or sale of buildings 

Seacoast fortifications: 

Disposition 

Recording on real property records. 

Transfer of new construction 

Seasonal items : 
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tized by 



i i- 



Paragraph 


Page 


28c 


19 


30 


21 


31 


23 


29b 


21 


28b 


19 


28a 


19 


34b 


23 


27 


19 


29 


21 


5c 


2 


24a 


14 


5h 


3 


111 


85 


39c 


26 


102a 


77 


104 


81 


102b 


77 


67 


49 


4 


1 


5c 


2 


5c 


2 


5c 


2 


81b 


63 


61 


43 


91 


70 


94b 


71 


28c 


19 


89a 


68 


88a 


65 


91 


70 


113 


86 


24 


11 


25 


14 


68 


49 


69 


52 


7 


3 


125d 


92 


125e 


92 


39b 


26 


73 


54 


105 


81 


34b 


23 


94 


71 


94g 


72 


56a 


38 


13b 


8 



Original from 

UNIVERSirftOF CALIFORNIA 

1 AfU 




TM 5-601 



I APR 46 



Service command contract items : 

Defintion 

Requisitioning 

Shipping containers, types 

Shipping document : 

Vendors 

War Department: 

Cost data 

Receipts from other installations.. 

Shipment from station 

Shipping instructions on requisitions 

Shop stock : 

Accounting for 

Definition 

Purpose and establishment 

Single stock record account 

Standard pack : 

On stock record card 

Replenishment of stock 

Stand-by items : 

Definition 

Setting control levels 

Station control level : 

Definition 

Description 

Factors modifying levels 

On excess report 

On stock record cards 

Review and revision 

Setting of 

Stock number : 

Local numbers for nonstandard stock 

On — Excess report 

Requisition 

Requisition on storekeeper 

Stock record card 

Stock locator system : 

Assignment of location 

Changes in location 

Establishment of codes 

Location survey 

Locator cards 

Locator report 

On stock record card 

Reserve locations 

Stock record account: 

Adjustments 

Correction of errors 

Purpose 

Single stock record account 

Stock record cards : 

Continuation on new card 

Disposition 

Due-in — due out-section 

General 

Heading 

Interchangeability data 

On hand section 

Receipts and issues section 

Storage principles 

Subpost or offpost facility : 
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Supplies : Paragraph 

Authority for issue 67 

Definition 5c 

Disposition 99 

Exchange 33 

Found on post 34a 

Issue procedure 7 

Produced locally 32 

Reclaimed from salvage 34b 

Replenishment of stock 113 

Sale 105 

Shipment from station 191 

To be purchased locally 23b 

To be requisitioned 23a 

Unserviceable 19- 

Surfaced areas, real property record 58 

Surplus installations, transfer to Engineers 97 
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TM 38-403, relationship 3 

Temporary station control level : 

On requisitions 2->a 

On stock record card 39c 

Setting 199e 

Tires, requisitioning 24e 

Total cost of supplies on — 

Stock record card -lid 

War Department shipping documents 28a 
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Unit cost : 

Correction of errors 

For supplies produced locally 

How computed 

On — Excess report 

Requisition on storekeeper 

Stock record card 

War Department shipping documents 

Unit of issue on — 

Excess report 

Requisition on storekeeper 

Stock record card 

Unserviceable property : 

Disposition 

Establishment of record 

Return of class M supplies 

Shipment from station 

Transfer to salvage officer 

Utility distribution systems, real property record 
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Value of supplies on hand, how computed.. 

V endor’s shipping document 

V oucher : 

Register and file 

Summary for issue of Class P supplies 
Verification upon posting 
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Warehouse lay-out : 

Charts 

Preparation 

Receiving and issuing space 



123 

121 
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Work orders : 

Authority for issue^of supplies, 67a 

i .by. y. tO O^[0 



Monthly ibis 
Processing 
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